PHILIP MORRIS COMPANIES INC. 


INTER-OFFICE CORRESPONDENCE 

120 PARK AVENUE, NEW YORK, N.Y. 10017-5592 


TO: 

FROM: 

SUBJECT: 



January 4, 1991 


Attached for your use is a copy of the revised Ground 
Transportation Services Policy. This policy establishes 
procedures and guidelines for the use of all ground 
transportation arrangements for Philip Morris New York and 
Rye Brook office employees. 

The most significant change is the elimination of master 
billing for all ground transportation. Each trip must now 
be paid for upon arrival at the destination with a credit 
card and submitted for reimbursement with a completed 
expense account form. 

The only exception to the above form of payment is the use 
of vouchers by non-exempt employees for voucher cab 
services. New vouchers will be available through the Travel 
Services Department on Wednesday, January 9, 1991, in 
accordance with the guidelines of this policy and practices, 
established by the Finance Department. A request form for 
the new vouchers is attached that requires approval by a 
director-level or above position. 

Any vouchers that are currently held will no longer be valid 

2E_accepted by the voucher cab companies after Sunday, 

January 14, 1991. 

Any questions regarding this policy should be directed to 
Elizabeth A. Claypool, Manager, Travel Services Department, 
Extension 4063 (NYO). 
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Effective Date: 
January 2, 1991 


PURPOSE 


GROUND TRANSPORTATION SERVICES POLICY 


It is the policy of Philip Morris Companies Inc. to provide its 
employees with safe and efficient ground transportation while 
conducting company business. This policy is intended to establish 
criteria and procedures for utilizing the various sources of this 
ground transportation. 


SCOPE 

This policy is applicable for use by all Philip Morris employees 
at the New York City and Rye Brook locations. 


PROCEDURAL GUIDELINES 

The use of these approved ground transportation sources will be 
limited to those instances when authorized employees are 
conducting company business. 

All arrangements for such services must be coordinated through 
the Travel Services Department. The most cost effective and 
appropriate service will be chosen. 

When appropriate, multiple passenger scheduling will be done. 
The employee traveling the farthest distance will pay for all 
passengers. 

A listing of those authorized vendors for the New York 
Metropolitan area will be provided to each department head to 
ensure employee compliance. 


DEFINITIONS 


Authorized ground transportation services are defined as: 

LIMOUSINE - 4+ passenger luxury vehicle 

(i.e., full size/stretch Cadillac) 

TOWN CAR - 3 passenger luxury vehicle 

(i.e., Lincoln Town Car) 

SEDAN CAR SERVICE - 3 passenger moderate usage vehicle 

(i.e.. Mercury Marquis, Lincoln Town Car or 
similar vehicle type) 

VOUCHER CAB - 3-4 passenger, high usage vehicle 

(i.e., Ford Crown Victoria, Lincoln Town Car or 
similar vehicle type) 
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PSE OF GROUND TRANSPORTATION SERVICES 


Effective Date: 
January 2, 1991 


TTMOUSINE AND TOWN CAR USAGE - NEW YORK CITY & RYE BOOK PERSONNEL 

Vice Presidents and above of Philip Morris are authorized to 
utilize limousine services for business travel and entertainment. 
However, voucher cars are encouraged within New York City and 
town car/sedan services for all other cases. 

Limousines will also be scheduled by Travel Services when deemed 
appropriate to take advantage of the larger capacity vehicles for 
carrying multiple passengers. 

No other employees are authorized to hire limousine services 
without the prior written approval of a Vice President or above. 


SEDAN CAR SERVICE USAGE - NEW YORK CITY & RYE BROOK PERSONNEL 

o For Travel Between Metropolitan Area Airports And 
Employee Residences Outside of New York City And 
Its Boroughs. 

For all other employees, sedan car service is authorized for 
travel between one of the metropolitan area airports and an 
individual's home when conducting company business. However, 
airport shuttle services, voucher cabs and local taxis are 
encouraged whenever practical and cost effective. For Rye Brook 
personnel only, the use of car rentals should also be considered. 

On occasion, sedan car services may substitute full size 
limousines for sedans when it is advantageous to the car company 
for scheduling, maintenance or other reasons. However, when this 
occurs, the charges to Philip Morris will still reflect the rates 
for a sedan. 

For ground transportation within NYC and its boroughs, please 
refer to the "voucher cab and taxi cab usage" section below. 


VOUCHER CAB AND TAXI CAB USAGE - NEW YORK CITY - PERSONNEL 

o For Travel Within New York City And Its Boroughs 
And Between New York City And Its Boroughs And 
Metropolitan Area Airports. 

These services should be used in conjunction with business travel 
within the New York City area or from 100/120 Park Avenue to 
either LaGuardia, Newark, Westchester County, Teterboro, or JFK 
International Airport. They also may be used for transportation 
to or from one of the metropolitan airports to an individual's 
home. 
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Effective Date: 
January 2, 1991 


This transportation may also be utilized when traveling home from 
the office if an employee works after 7:00 pm. It may also be 
used when a business appointment is not accessible by mass 
transit. Both situations must be approved by a director or above 
prior to the usage. 

When conducting company business between 100/120 Park and Rye 
Brook, the use of Mass transit is the approved method of 
transportation. However, if this is not practical, voucher cab 
service may be used with prior approval by a director or above. 


SEDAN CAR SERVICE. VOUCHER CAB AND TAXI CAB USAGE - RYE BROOK 
PERSONNEL 

This transportation may be utilized when traveling home from the 
office if an employee works after 7:30 pm as a company provided 
shuttle service is available until that time. It may also be 
used when a business appointment is not accessible by mass 
transit. Approval by a director or above is required prior to 
usage. 


APPROVALS AND PAYMENT 

At the completion of each trip all exempt employees must pay the 
ground transportation service directly with a credit card and use 
an expense account filing to be reimbursed. 

Only non-exempt employees are eligible to use a company provided 
voucher for transportation to and/or from their home if 
appropriate and approved by a director or above. A voucher form 
can be obtained from each department head. Instructions 
governing the controls and usage of these forms have been 
prepared by the Accounting Department and are attached. 


LIMITATIONS 

No limousine or car service will be used for any travel greater 
than 150 miles round trip. The Travel Services department will 
arrange other suitable transportation for those trips. All 
departments are encouraged to consider other less costly modes of 
transportation where practical such as rental car, personal 
vehicle, public transportation, or local taxi. 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


SE 8Z00*» 0Z 



Effective Date: 
January 2, 1991 


GROUND TRANSPORTATION POLICY SUMMARY 


ALL ARRANGEMENTS FOR GROUND TRANSPORTATION SERVICES MUST BE COORDINATED THROUGH THE TRAVEL SERVICES DEPARTMENT. 


ELIGIBLE 

EMPLOYEE 

APPROVED 

VEHICLE 

TYPE 

TRAVEL TO/FROM 

NY AREA AIRPORTS 

TRAVEL BETWEEN 

NYC 6c RYE BROOK 

BUSINESS APPT./ 
ENTERTAINMENT/ 

TRAVEL WITHIN 
NYC/BOROUGHS 

100/120 & RYE BROOK 

TO HOME - AFTER HOURS 

VP & ABOVE 

LIMOUSINE/TOWN 
CAR, SEDAN CAR 
SERVICE, 

VOUCHER CAB 

LIMOUSINE/TOWN CAR 

SEDAN CAR SERVICE OR 
VOUCHER CAB WHEN 
PRACTICAL 

LIMOUSINE/TOWN CAR 
SEDAN CAR SERVICE 

6c VOUCHER CAB 

WHEN PRACTICAL 

LIMOUSINE/TOWN CAR 
SEDAN CAR SERVICE, 
WHEN PRACTICAL 

NYC - AFTER 7:00PM 

RYE BROOK - AFTER 7:30PM 
LIMOUSINE/TOWN CAR, 

SEDAN CAR SERVICE, 
VOUCHER CAB 


ALL OTHER 

VOUCHER CAB 

OUTSIDE NYC 6c BOROUGHS: 

MASS TRANSIT; 

EMPLOYEES 

AND TAXI CAB 

AIRPORT SHUTTLE SERVICES, 

IF NOT PRACTICAL 


SERVICE. SEDAN 
CAR SERVICE, 
WITH PRIOR 

SEDAN CAR SERVICE - FOR 
RYEBROOK: INCLUDE CAR 
RENTAL. 

VOUCHER CAB 


DIRECTOR 

APPROVAL 

WITHIN NYC 6c BOROUGHS: 
AIRPORT SHUTTLE SERVICES, 
VOUCHER CAB AND TAXI CAB 
SERVICES 



VOUCHER CAB SERVICE, 
TAXI CAB SERVICE, 
SEDAN CAR SERVICE, 
WITH PRIOR DIRECTOR 
APPROVAL 


NYC - AFTER 7:00PM 
RYE BROOK - AFTER 7:30PM 
VOUCHER CAB SERVICE 
WITH PRIOR DIRECTOR 
APPROVAL. PLEASE NOTE: 
ONLY NON-EXEMPT 
EMPLOYEES ALLOWED TO 
USE PHILIP MORRIS 
VOUCHERS 


LIMITATIONS: 


NO LIMOUSINE OR CAR SERVICE CAN BE USED FOR ANY TRAVEL GREATER THAN 150 MILES ROUND TRIP. 


9E8ZOO** oZ 
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PHILIP MORRIS MANAGEMENT CORP. 

TRAVEL SERVICES DEPARTMENT 
REQUISITION FOR NON-EXEMPT EMPLOYEES CAR SERVICE VOUCHERS 


DATE: 


( TO BE COMPLETED BY REQUESTING DEPARTMENT ) 

DIVISION: _ 

DEPARTMENT NAME: _ 

COST CENTER(s) 

TO BE CHARGED: _ 

Upon completion/ please return to Norma Cerny in the Travel 
Services department (120/25) for processing. 


(Signature of Authorizing Director) 


(Print Name) 


( TO BE COMPLETED BY TRAVEL SERVICES ) 

VOUCHER NUMBER (Start): _ 

VOUCHER NUMBER (End): _ 

TOTAL VOUCHERS ISSUED: _ 


REQUESTING DEPT. 
RECEIVED BY: 

VOUCHERS 



(Print) 

(Sign) 

APPROVED BY 

TRAVEL SERVICES 

: 


TODAY'S DATE: 

(Print) 

(Sign) 
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1 . 


Instructions for Control and Safeguarding of Car Vouchers 
and for the Record Keeping of the Car Voucher Loo _ 


It is the responsibility of the Travel Services Department to 
issue car vouchers to department heads for use by Philip Morris 
non-exempt employees. 

2. After receipt of the vouchers from Travel Services, the department 
head is responsible for maintaining control of the vouchers and 
keeping proper records. The department name and expense code must 
be entered prior to distribution. 

3. The department head should issue and record all vouchers in 
sequential order. 

4. After a non-exempt employee uses the voucher, they must return the 
passenger copy to the department head, as soon as possible. 

5. If an employee does not use the voucher, the unused voucher should 
be returned to the department head as soon as possible. 

6. On the last day of each month, each department head must submit 
their car voucher log to Travel Services. Additional vouchers 
will not be issued to any department head until the prior month's 
log and the passenger copies of used vouchers are submitted back 
to Travel Services. 

7. The following information should be recorded on the log: 

* Voucher number 

* Date issued 

* Name of recipient of voucher 

* Origin and destination of trip 
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MONTH OF _ 

VOUCHER CAR DISTRIBUTION LOG 

Department: _ Authorized by: _ 

Cost Center: _ Period from: _ to _ 

Beginning Voucher Number: _ Ending Voucher Number: 


Voucher # 

Date 

Name of Recipient 

Origin/Destination 






























































RECONCILIATION: 

Voucher Issued To Dept. Head: 
Voucher Distributed By Dept.: 
Voucher On Hand At Month End: 


NUMBER 


SEQUENCE 
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RETAIL PROMOTIONS 
STEP 1 


P? *ILIP MORRIS MANAGEMENT CQRP. fNTER-OFFICE CORRESPONDENCE 

120 PARK AVENUE, NEW YORK, N.Y. 10017 


TO: 

Ina Broeman 

date: October 27, 1987 

FROM: 

Susan Charney 


SUBJECT: 

VIRGINIA SLIMS TENNIS A-l PROGRAM 



Listed below are three options for the 1988 30 carton retail A-l 
promotion. The promotion features a free Tennis Cap with carton 
purchase. 

Option I - All 17 Virginia Slims Tennis markets 


Market 

Placement 

Date 

Estimated # 
of Displays 

Cost 

Dallas 

1/04/88 

230 

4,600 

San Francisco 

1/11/88 

230 

4,600 

Washington, D.C. 

1/18/88 

170 

3,400 

Oklahoma City 

1/18/88 

100 

2,000 

Wichita 

1/25/88 

140 

2,800 

Boca Raton 

2/01/88 

160 

3,200 

Houston 

3/14/88 

220 

4,400 

Newport, R.I. 

6/13/88 

150 

3,000 

San Diego 

6/20/88 

70 

1,400 

Los Angeles 

6/27/88 

480 

9,600 

Phoenix 

8/08/88 

100 

2,000 

New Orleans 

9/05/88 

100 

2,000 

Little Rock, AR 

9/19/88 

110 

2,200 

Indianapolis 

9/26/88 

110 

2,200 

Worcester 

10/03/88 

60 

1,200 

Chicago 

10/10/88 

320 

6,400 

New York 

10/17/88 

790 

15,800 



3,540 

70,800 


Number of incentives @ $2.37 each = 106,200 = $251,694 
Packaging of incentives = .82 each = 87,084 
Unit Cost of displays = $20.00 = 70,800 
Display payments @ $6 each = 21,240 
Sell Sheets @ 1.65 each = 5,841 

TOTAL COST $436,659 


CP 

4 * 

O 
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Option II - Major markets and Regions 3 & 5 (11 markets) 



Placement 

Estimated # 


Market 

Date 

of Displays 

Cost 

Dallas 

1/04/88 

230 

4,600 

San Francisco 

1/11/88 

230 

4,600 

Oklahoma City 

1/18/88 

100 

2,000 

Washington, D.C. 

1/18/88 

170 

3,400 

Boca Raton 

2/01/88 

160 

3,200 

Houston 

3/14/88 

220 

4,400 

Los Angeles 

6/27/88 

480 

9,600 

New Orleans 

9/05/88 

100 

2,000 

Little Rock 

9/19/88 

110 

2,200 

Worcester 

10/03/88 

60 

1,200 

Chicago 

10/10/88 

320 

6,400 

New York 

10/17/88 

790 

15,800 



2,9 70 

59,400 

Number of incentives @ $2.37 each = 

89,100 = $211,167 


Packaging of incentives = . 82C = 

73,062 


Unit Cost of displays = $20 = 

59,400 


Display payments @ 

$6 each = 

17,820 


Sell Sheets @ $1.65 

each = 

4,900.50 



TOTAL 

COST $366,349.50 


Option III - Second 

Half of Series 

Only (8 markets) 



Placement 

Estimated # 


Market 

Date 

of Displays 

Cost 

Los Angeles 

6/27/88 

480 

9,600 

Phoenix 

8/08/88 

100 

2,000 

New Orleans 

9/05/88 

100 

2,000 

Little Rock, AR 

9/19/88 

110 

2,200 

Indianapolis 

9/26/88 

110 

2,200 

Worcester 

10/03/88 

60 

1,200 

Chicago 

10/10/88 

320 

6,400 

New York 

10/17/88 

790 

15,800 


2,070 41,400 


Number of incentives § $2.37 each = 62,100 
Packaging of incentives = . 8 2<? = 

Unit Cost of Displays = $20 = 

See Sheets @ 1.65 each = 

Display payments @ $6 each = 

TOTAL COST 


$147,177 

50,922 

41,400 

3,415.50 

12,420 

$255,334.50 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 
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Timeline 

for 

January launch: 



Approved 


Approved 

To 

Arrive 

Concept 


Art 

Production 

In Field 

10/27 


11/09 

11/16 

12/28 

Timeline 

for 

June launch: 



Approved 


Approved 

To 

Arrive 

Concept 


Art 

Production 

In Field 

10/27 


4/18 

5/02 

6/20 


Placed 
In Field 


1/04 


Placed 
In Field 

6/27 


We have been guaranteed by the cap supplier a production slot to 
meet delivery by Mid-December. This leaves only two weeks to have 
the caps boxed and in the field for the January launch. The first 
four markets will have to be drop shipped and the balance to 
Carlstadt for delivery to the field late February. 


The best option for the program is Option I, however, based on the 
above projected costs and our budget of $400,000 we can execute 
Options II or III within budget. 

Option I would allow exposure in 6 additional markets. Translated 
into volume, Option I would permit placement of an additional 17,100 
cartons. 


Option II will bring us exposure in our major markets and meet 
Brand's target markets of Regions 3 and 5. As you know, a select 
market program will create tension and a potential negative reaction 
from the promoters. 

Option III would give us exposure in less than half of the 1988 
markets and will only cover two markets in Region 5. 

In order to execute a retail program in all 17 Virginia Slims 
markets, we will need an additional $50,000. 

To guarantee delivery in the field for a January launch, we will 
need a decision today. 

I’m available to discuss further at your convenience. 

SC:jas 

cc: J. Cunningham 

H. Foster 
C. LeiberL/^ 

B. Mora 
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RETAIL PROMPTIONS 


STEP 2 

PHILIP MORRIS MANAGEMENT CORE INTEROFFICE CORRESPONDENCE 

120 PARK AVENUE, NEW YORK, N.Y. 10017 


TO: 


FROM: 

SU&KCT: 


Distribution 
Susan Charney 

VIRGINIA SLIMS TENNIS CAP OFFER 


DATf: 

October 29, 1987 


Virginia Slims Tennis will rifn a 30 carton A-l promotion in the 17 
Virginia Slims tennis markets in 1988. The A-l will feature a free 
tennis cap with carton purchase. 

We will be working with Sales on firming up the POS depots which 
are targeted to receive the materials. 


Management Materials 


Sell Sheets 


Quantity 

3,600 


Display Materials 


Quantity 

30 carton display 3,600 

Poster (packed with 3,600 

display) 

Due CDC week of December 21. 


POS # Packing 

35702 10 

POS ♦ Packing 

35703(generic) 5 

35744 1 per 

display 


Incentives 


Due to the short lead time, incentives will be shipped by the 
supplier directly to the contract packager. We will have the 
contract packager drop ship the incentives to the first 6 markets 
with the balance shipped to CDC. 

♦ of Incentives POS # Packing 

P 

108,000 35845 30 per case 


First shipment of incentive to packager for delivery 12/1. All 6 
markets' incentives due to packager by 12/31. Balance of 
incentives to packager by mid-January. 
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First shipment from packager to the field commences 12/21 and 
continues on a weekly basis for the first 6 markets. Balance of 
incentives due CDC March 14. 


Display Payments 
30 carton $6.00 

The estimated budget for the program is $450,000. This may be 
impacted by the drop shipment^charges. 

Attached is a list of the tennis markets with targeted placement 
dates. 

Please let me know if you have any questions. 


SC s j as 

Distribution 

F. Alfieri 
D. Berenson 
V. Buccellato 
M. Buonaventura 
L. Capelli 

G. Chapman 

J. Cunningham 

D. Dangoor 
S. Donovan 

H. Foster 
L. Glennie 
F. Goehl 

J. Johnston 

C. Leiber 

E. Merlo 

D. Murphy 
D. Nelson 
V. Occhiuto 
S. Rogowski 

S. Sabella 
J. Severino 
J. Spector 
V. Strychack 

T. Walsh 
J. Woods 
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Market 

Placement 

Display 

Event 

Date 

POS # 

Date 

Dallas 

01/04/88 

35846 

02/08-14 

San Francisco 

01/11/88 

35847 

02/15-21 

Washington/ D.C. 

01/18/88 

35848 

02/22-28 

Oklahoma City 

01/18/88 

35849 

02/22-28 

Wichita 

01/25/88 

35850 

02/29-3/6 

Boca Raton 

02/01/88 

35851 

03/07-13 

Houston 

03/14/88 

35852 

04/18-24 

Newport, RI 

06/13/88 

35853 

07/11-17 

San Diego 

06/20/88 

35854 

07/25-31 

Los Angeles 

0^/27/88 

35855 

08/01-01 

Phoenix 

08/08/88 

35856 

09/12-18 

New Orleans 

09/05/88 

35857 

10/03-09 

Little Rock 

09/19/88 

35858 

10/17-23 

Indianapolis 

09/26/88 

35859 

10/24-30 

Worcester 

10/03/88 

35860 

10/31-11/06 

Chicago 

10/10/88 

35861 

11/07-13 

New York 

10/17/88 

35862 

11/14-20 


date may change 
Venue/city may change 
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RETAIL PROMOTIONS 


PHILIP MORRIS, U.S.A. 


STEP 3 

INTEROFFICE CORRESPONDENCE 
120 PARK AVENUE, NEW YORK, N.Y. 10017 


TO: 

FROM: 

SUBJECT: 


Selected MPA's DATE: November 23, 

D. Nelson 

Virginia Slims Tennis A-1 Promotion 


1987 


January through October Virginia Slims will offer a 30 carton A-l 
promotion in 17 selected Virginia Slims Tennis markets. The A-l 
will feature a free tennis cap with every carton purchase. 

Listed below are the tennis markets with targeted placement dates: 



Placement 

Event 

Market 

Date 

Date 

Dallas 

1/4/88 

2/8-14 

San Francisco 

1/11/88 

2/15-21 

Washington, D.C. 

1/18/88 

- 2/22-28 

Oklahoma City 

1/18/88 

2/22-28 

Wichita 

1/25/88 

2/29-3/6 

Boca Raton 

2/1/88 

3/7-13 

Houston 

3/14/88 

4/18-24 

Newport, RI 

6/13/88 

7/11-17 

San Diego 

6/20/88 

7/25-31 

Los Angeles 

6/27/88 

8/1 

Phoenix 

8/8/88 

9/12-18 

*New Orleans 

9/5/88 

10/3-9 

Little Rock 

9/19/88 

10/17-23 

Indianapolis 

9/26/88 

10/24-30 

Worcester, MA 

10/3/88 

10/31-11/6 

Chicago 

10/10/88 

11/7-13 

New York 

10/17/88 

11/14-20 


* Date may change 
** Venue/city may change 


Materials 

Materials for the Virginia Slims Tennis A-l promotion include: 

30 carton display - $6.00 placement payment — 10 per Sales Rep 
Poster (one per display) 

Sell sheets 

Use promo code 001 when reporting placements via the ICR. 
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Drop shipping of incentives for the first seven markets will begin 
by December 31. All the materials will be delivered to POS depots 
one week before the placement date. 

If you have any questions, contact Susan Charney, NYO, ext. 2370. 
Susan will be contacting you shortly with a follow-up memo detailing 
specifics, including the manpower list. 


/lc 

cc: G. Chapman 

S. Charney 
L. Glennie 
S. Sabella 
Selected Region Directors 
Selected Asst. Region Directors 
Selected Section Managers 
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RETAIL PROMOTIONS 


STEP 4 


Selected MPA T s November 23, 1987 

Susan Charney 

VIRGINIA SLIMS TENNIS CAP OFFER 


Planning is now finalized for the 1988 Virginia Slims Tennis Cap 
A-1 promo tion. 


Each of the selected market sales representatives will receive the 
following materials: 


ITEM 


QTY 


Sell Sheets 
30 carton A-l display 
Decals to be placed on A-1 
display header 

Incentives packed 30 per case 
In-store poster packed with A-l display 


10 per rep 
10 per rep 
10 per rep 

10 cases per rep 
10 per rep 


Materials will be shipped to each sales representatives normal POS 
depot (A list of selected sales representatives is attached,) 


For planning purposes, a chart indicating placement dates for each 
market as well as a breakdown by market of materials allocations, 
POS numbers and item descriptions are attached. 

Please call me on extension 2370 if you have any questions. 


SC:j as 

cc: Selected Section Managers 

I. Broeman 

G, Chapman 

J. Cunningham 

H. Foster 

L. Gambarelli 
L. Glennie 
F, Goehl 

C, Leiber 

D. Nelson 

S, Sabella 

S. Troia 

T, Walsh 
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PLACEMENT SCHEDULE 


Market 

Market s 
Arrive 

In Field 

Commence 

Placement 

Event 

Begins 

Dallas 

01/04/88 

01/07/88 

02/08/88 

San Francisco 

01/04/88 

01/11/88 

02/15/88 

Washington, D . C . 

01/11/88 

01/18/88 

02/22/88 

Oklahoma City 

01/11/88 

01/18/88 

02/22/88 

Wichita 

01/18/88 

01/25/88 

02/29/88 

Boca Raton 

01/25/88 

02/01/88 

03/07/88 

Hous ton 

03/07/88 

03/14/88 

04/18/88 

Newport, R•I. 

06/06/88 

06/13/88 

07/11/88 

San Diego 

06/13/88 

06/20/88 

07/25/88 

Los Angeles 

06/20/88 

06/27/88 

08/01/88 

Phoenix 

08/01/88 

08/08/88 

09/12/88 

New Orleans 

08/25/88 

09/05/88 

10/03/88 

Little Rock 

09/12/88 

09/19/88 

10/17/88 

Indianapolis 

09/19/88 

09/26/88 

10/24/88 

Worcester 

09/26/88 

10/03/88 

10/31/88 

Chicago 

10/03/88 

10/10/88 

11/07/88 

New York 

10/10/88 

10/17/88 

11/14/88 


* date may change 
** venue/city may change 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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POS NUMBERS 



Market 

A- 1 

Display 

Decals 

Inc en tive 

Dallas 

35703 

35846 

35845 

San Francis co 

35 703 

35847 

35845 

Washington, D.C. 

35 703 

35848 

35845 

Oklahoma City 

35703 

35849 

35845 

Oklahoma City (IGA) 

35703 

35863 

35845 

Wichita 

35703 

35850 

35845 

Boca Raton 

35703 

3585 1 

35845 

Hous t on 

35703 

35852 

35845 

Newport 

35703 

35853 

35845 

San Diego 

35 703 

35854 

35845 

Los Angeles 

35703 

35855 

35845 

Phoenix 

35703 

35856 

35845 . 

New Orleans 

35703 

35857 

35845 

Little Rock 

35703 

3 5858 

35845 

Indianapolis 

35703 

35859 

35845 

Worcester 

35703 

35860 

35845 

Chicago 

35703 

35861 

35845 

New York 

35703 

35862 

35845 



Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 



Ma rke t 
Dallas 

San Francis co 
Washing t o n, D. 
Oklahoma City 
Oklahoma City 
Wichita 
Boca Raton 
Houston 
N ewp o r t 
San Diego 
Los Ange1e s 
Phoenix 
New Orleans 
Little Rock 
Indianap o1is 
Worcester 
Chicago 

New York Metro 


MATERIALS ALLOCATION 


A- 1 

Display/ 

Poster 


Sell 

Sheets 


Decals 


Packaged 

Incentives 


C . 

(IGA) 


340 

340 

340 

10,200 

270 

270 

270 

8,100 

2 10 

2 10 

210 

6,300 

65 

65 

65 

1 , 950 

75 

75 

75 

2,250 

40 

40 

40 

1 , 200 

100 

100 

100 

3,000 

280 

280 

280 

8,400 

150 

150 

150 

4,500 

110 

110 

110 

3,300 

520 

520 

520 

15,600 

120 

120 

120 

3,600 

90 

90 

90 

2,700 

40 

40 

40 

1,200 

110 

110 

110 

3,300 

180 

180 

180 

5,400 

34 0 

340 

340 

10,200 

1,360 

1,360 

1,360 

40,800 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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DALLAS 


MANPOWER 


SR's (34) 

52-01-01 to 06 
52-02-01 to 06 
52-07-01 to 08 
52-10-01 to 10 
52-11-04 
52-12-01 
52-12-02 
52-12-07 


TOTAL MANPOWER = 34 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 
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SAN FRANCISCO 


MANPOWER 


_ SR's (26) 

71-04-01 to 06 
71-03-01 to 03, 05 & 07 
71-08-01 to 06 
71-09-05 to 06 
71-10-02 to 06 
71-10-02, 05 & 06 


TOTAL MANPOWER = 26 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 
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WASHINGTON, D.C 


MANPOWER 


_ SR's (21) 

22-02-02 to 06 
22-03-01 to 08 
22-05-01 to 06 
22-06-07 
22-07-06 


TOTAL MANPOWER = 21 



Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 
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OKLAHOMA 


52-09 

52-05 


TOTAL 


MANPOWER 


SR 1 s (14) 

-01 to 08 
-01 to 06 

MANPOWER = 14 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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KANSAS 


6 1-0 1 
61-11 


TOTAL 


MANPOWER 


SR's (4) 

-01, 03 & 05 
-03 

MANPOWER = 4 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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FLORIDA 


MANPOWER 


_ SR 1 s (10) 

34-02-05 & 06 
34-03-01 to 06 
34-04-01 & 02 


TOTAL MANPOWER = 10 



Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 



HOUSTON 


MANPOWER 


SR ' 

s 

(28) 

53-01-01 

to 

06 

53-02-01 

t o 

04 & 

53-03-04 

t 0 

07 

53-07-01 

t o 

06 

53-09-05 

53-12-01 

t o 

06 


TOTAL MANPOWER = 28 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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NEWPORT, R.I 


MANPOWER 


SR's (15) 


12-08-01 to 06 
12-08-15 
12-05-01 & 02 
12-05-05 & 06 
12-03-05 & 06 
12-09-05 
11-06-04 


TOTAL MANPOWER = 15 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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SAN DIEGO 


MANPOWER 


_ SR's (11) 

73-01-01 to 06 
73-06-01 to 04 & 06 


TOTAL MANPOWER = 11 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 
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LOS ANGELES 


MANPOWER 




SR’s (52) 


72-01-01 

72-02-01 

72-03-01 

72-06-01 

72-01-02 

72-02-02 

72-03-02 

72-06-02 

72-01-03 

72-02-03 

72-03-03 

72-06-03 

72-01-04 

72-02-04 

72-03-04 

72-06-04 

72-01-05 

72-02-05 

72-03-05 

72-06-05 

72-01-06 

72-02-06 

72-03-06 

72-06-06 


72-07-01 

72-08-01 

72-09-01 

72-11-01 

72-07-02 

72-08-02 

72-09-02 

72-11-02 

72-07-03 

72-08-03 

72-09-03 

72-11-03 

72-07-04 

72-08-04 

72-09-04 

72-11-04 

72-07-05 

72-08-05 

72-09-05 

72-11-05 

72-07-06 

72-08-06 

72-09-06 

72-11-06 


72-08-07 


72-11-07 


72-08-08 




72-08-09 




TOTAL MANPOWER 

■ 52 





Source: https://www.industrydocuments.ucsf.edu/docs/nnjwlOOOO 
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ARIZONA 


MANPOWER 


_ SR’s (12) 

73-05-01 to 06 
73-09-01 to 06 


TOTAL MANPOWER = 12 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 
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NEW ORLEANS 


MANPOWER 


_ SR's (9) 

51-06-01 to 09 


TOTAL MANPOWER = 9 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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FAIRFIELD , 
MANPOWER 


SR's (5) 
12-01-01 to 05 


TOTAL MANPOWER = 5 


CT 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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NORTH JERSEY 


MANPOWER 


SR's (52) 


15-01-01 to 09 
15-02-01 to 07 
15-03-02, 04,05 & 06 
15-04-01 to 06 
15-05-01 & 02 
15-07-01 to 06 
15-08-01 to 06 
15-09-01 to 06 
15-10-01 to 06 


TOTAL MANPOWER = 52 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 
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NEW YORK METRO 


MANPOWER 


SR’s (79) 


13-08-01 

to 

06 

14-01-01 

to 

06 

14-02-01 

to 

06 

14-03-01 

t 0 

07 

14-04-01 

to 

06 

14-05-01 

t 0 

06 

14-06-01 

to 

09 

14-07-01 

t 0 

06 

14-08-01 

t 0 

06 

14-09-01 

t 0 

07 

14-10-01 

t 0 

07 

14-11-01 

t 0 

07 


TOTAL MANPOWER = 79 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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CHICAGO 


MANPOWER 


_ S R 1 s (34) 

43-04-03 & 04 
43-05-01 to 06 
43-06-01 & 02 
43-07-01 & 02 
43-07-04 to 06 
43-05-07 & 08 
43-10-01, 02 & 06 
43-08-01 & 06 
43-07-03 
43-06-03 to 06 
43-04-01, 02 & 05 
43-10-04 & 05 
43-09-04 & 05 


TOTAL MANPOWER = 15 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 
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NEW ENGLAND 


MANPOWER 


_ SR's (18) 

12-03-01 to 06 
12-06-01 to 05 
12-02-04 & 05 
11-09-01 to 05 


TOTAL MANPOWER = 18 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 
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INDIANAPOLIS 


MANPOWER 


_ SR's (11) 

42-02-01 to 06 
42-08-01 to 04 & 06 


TOTAL MANPOWER = 11 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


2041002869 



ARKANSAS 


MANPOWER 


_ SR's (4) 

54-05-01 & 02 
54-04-01 & 02 


TOTAL MANPOWER = 4 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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RETAIL PROMOTIONS 


PHILIP MORRIS U.S.A. 


STEP 5 

_ INTEROFFICE CORRESPONDENCE - 

120 PARK AVENUE, NEW YORK, N.Y. 10017 


TO: Mike Mancuso DATE: May 20, 1988 

FROM: Bernadette H. Carroll 

SUBJECT: VIRGINIA SLIMS - TENNIS CAP PROMOTION - LOS ANGELES 


Prior to the Virginia Slims Tennis Tournament to be held in 
Los Angeles, CA our Field Sales Force will place special 30 
Carton Bins featuring a V.S. Tennis Cap. 


Please arrange to ship the following materials to the 
territories listed on the attached sheet for delivery on or 
before June 20, 1988. 


ITEM 

30 Carton Display Decal 
30 Carton Generic Display 
Sell Sheets 
Incentive 


ITEM# 

42515 

35703 

35702 

35845 


QUANTITY PER SALES REP 
10 
10 
10 

10 cases 


All materials currently on hand 


Thank you for your assistance, 
please let me know. 






^ S- 


BHC/er 

Attachment 


at CDC. 

If you have any questions. 


cc: F. Alfieri C. 

I. Broeman J. 

G. Chapman D. 

S. Charney T. 

J. Cunningham N. 

S. Donovan S. 

R. Dzurilla T. 

H. Foster J. 

L. Glennie 

T. Goodale 


Leiber 

Nellenbach 

Nelson 

O'Hirok - MPA - Section 72 

Recine 

Sabella 

Walsh 

Woods 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 
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LOS ANGELES 


MANPOWER 


SR's (52) 


72-01-01 

72-02-01 

72-01-02 

72-02-02 

72-01-03 

72-02-03 

72-01-04 

72-02-04 

72-01-05 

72-02-05 

72-01-06 

72-02-06 


72-07-01 

72-08-01 

72-07-02 

72-08-02 

72-07-03 

72-08-03 

72-07-04 

72-08-04 

72-07-05 

72-08-05 

72-07-06 

72-08-06 

72-08-07 

72-08-08 

72-08-09 


72-03-01 

72-06-01 

72-03-02 

72-06-02 

72-03-03 

72-06-03 

72-03-04 

72-06-04 

72-03-05 

72-06-05 

72-03-06 

72-06-06 


72-09-01 

72-11-01 

72-09-02 

72-11-02 

72-09-03 

72-11-03 

72-09-04 

72-11-04 

72-09-05 

72-11-05 

72-09-06 

72-11-06 

72-11-07 


TOTAL MANPOWER =52 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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FORM #1607 
PM INC. REV 4/80 
COMP D4446A/A142 


PURCHASE REQUISITION p o no 



PURPOSE_ 

DATE REQUIRED. 

DELIVER TO_ 

ACCTG. CODE _ 


DEPT_ 

ACCTG. DEPT. 
APPROVAL_ 


PREPARED BY_ 

DEPARTMENTAL 
APPROVAL_ 

EXECUTIVE 
APPROVAL_ 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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PHILIP MORRIS U.S.A. 

VOUCHER date: / j 

_, EXPLANATION OF PAYMENT:_ 


PAYEE FEDERAL TAX ID_ _ __ OR SS NUMBER_"_ 

INVOICE AMOUNT: $_ PROJECT CODE:_ 

ACCOUNTING 

RETURN TO NAME:_ CODE:_ 

DATE DUE: L L _EXTENSION:_ INVOICE APPROVAL: _ 

FOR CASH CONTROL USE: 

BANK CODE:_ COMPANY:_ 

CHECK NUMBER:_ CHECK DATE: L L AMOUNT: 


Font* #2722 
PM USA 8/90 

COMP A50 (9) 

PAYEE: . 


FOR ACCOUNTING USE ONLY: 

VOUCHER: 

VENDOR: .. 

INVTYPE: INV DATE: 

ZIP CODE: 

ACTION: A 

CORPNO: NY 200 

_ _ . BATCH ID: 

AMOUNT: 

_ __ __ _ INV NO: 


PO NO: 

DISC: _ _ _ 

._ .... _ _ PER YR 


SEPCHK: 

TERMS: 

. . . BANK:. 


SEPHND: 

USE/SALE: 

_ . . . _ U/SJURS: _ 


FRT VEND: 

FREIGHT: 

DISTAP: 


DUPLIC: 

1099 AMT: 

_ _ 1099 CD: ... 


MATCH: .. 

CK/DESC: 


MISC:_ 

TRAVEL CD:.. 

HOLD: _ .. 

PPDA/OID: 


RETURN: 


PO LINE 



GLACCOUNT 

NUMBER 

PART/DESC 

UM 

QTY 

AMOUNT 

NY 200 


S 




NY 200 





IN) 

NY 200 





o 

4* 

^Y200 





o 

o 

- I\) - 


(l)ACCTG AUDIT. 


(2) ACCTG APPROVAL. 


(3) DATA ENTRY. 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 






for* *rm 

PM USA S/90 
COMP A50(9) 


PHILIP MORRIS U.S.A. 

VOUCHER DATE: 12 / 28 / 9 0 


pavpp- Strakes Flowers Inc. 

EXPLANATION OF PAYMENT: 

1140 Lexington Avenue 


New York, NY 10021 

for award for Steffi Graf - VS Chps- 





PAYEE FEDERAL TAX ID 


OR SS NUMBER 


INVOICE AMOUNT: $ 3UU - uu _ 

RETURN TO NAME: Deane Weissman _ 

DATE DUE: 1 L 9/90 EXTENSION: 3476 


FOR CASH CONTROL USE: 

BANK CODE:_ COMPANY: 

CHECK NUMBER:_ CHECK DATE: 


PROJECT CODE:_ 

ACCOUNTING 

CODE:_ 044-1 17-4401 -1 fi-Fl ? 


INVOICE APPROVAL: 



\1X V• 


L _ AMOUNT: 


FOR ACCOUNTING USE ONLY: 


VOUCHER: 
VENDOR: _ 
INVTYPE:. 
AMOUNT: _ 
DISC:_ 


INV DATE: 


_ ZIP CODE: 

INV NO:_ 

PER YR_ 


TERMS: _ 
USE/SALE 
FREIGHT:. 
1099 AMT:. 
CK/DESC:. 


BANK:_ 

U/SJURS: 
DISTAP: _ 
1099 CD: _ 


MISC:_ 


HOLD:_ PPDA/OID: 


ACTION: A 
CORP NO: NY 200 

_ BATCH ID:. 

PO NO:_ 

SEPCHK:_ 

SEPHND:_ 

'..O 

FRT VEND:_ r " 

] _ i 

DUPLIC:_ V 

MATCH:_ r- 

TRAVEL CD:_ 

CD 

RETURN:_if 


PO LINE 



GLACCOUNT 

NUMBER 

PART/DESC 

UM 

QTY 

AMOUNT 

NY 200 






NY 200 






f 





N - 

o 

> 

^|^200 





o 

o 

- ro — 


s 

cn 

(1) ACCTG AUDIT_ (2) ACCTG APPROVAI_(3) DATA ENTRY_ 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 






FORM #3436NY 
PM USA REV. 07/90 
P.O.S. #22013 
COMP 50(15) 


-PHILIP 

ImORRIS 

IN-HOUSE REQUISITION/SHIPMENT REQUEST 

A - □ INDIVIDUAL SHIPMENTS. USE SEPARATE REQUEST FOR EACH SHIPMENT: 

1. SHIPTO:POS ADDRESS Q SPECIAL ADDRESS | | 


TERRITORY NUMBER 


PICK LIST # 


2. PREFERRED DELIVERY DATE: 


3. 


P.O.S. it 

DESCRIPTION OF ITEM 

PACKING 

FACTOR 

UNIT 

QUANTITY 

REQUESTED 


















































For Additional items A ffix a Second Requestion 


B- | | SPECIAL INSTRUCTIONS: 


REQUESTED BY:_EXTENSION:_DATE: 

DEPARTMENT:-BUILDING:_FLOOR:_ 

OVERNIGHT/AIR SHIPMENTS, DIRECTOR'S APPROVAL:_ 

DEPARTMENT CHARGE CODE:_ 

DISTRIBUTION: ORIGINAL: MATERIAL LOGISTICS 
DUPLICATE: REQUESTOR 


(S3 

O 

-P. 

o 

o 

!\> 

oo 

Ch 


Source: https://www.industrydocuments.ucsf.edu/docs/nnjwlOOOO 







PHILIP MORRIS U.SA _ INTER-OFFICE CORRESPONDENCE 

120 PARK AVENUE, NEW YORK, N.Y 10017 


TO: 

Distribution 

DATE: 

April 27, 1990 

FROM: 

Tim Ryan 



SUBJECT: 

Shiooincr Time Table 





SERVICE 


SERVICE 

STATE 

TIME 

STATE 

TIME 

Alabama 

4 Days 

Montana 

6 Days 

Alaska 

15 Days 

Nebraska 

5 Days 

Arizona 

6 Days 

Nevada 

6 Days 

Arkansas 

4 Days 

New Hampshire 

2 Days 

California 

6 Days 

New Jersey 

1 Day 

Connecticut 

2 Days 

New Mexico 

6 Days 

Colorado 

6 Days 

New York 

1-2 Days 

Delaware 

2 Days 

North Carolina 

4 Days 

Florida 

4 Days 

North Dakota 

6 Days 

Georgia 

4 Days 

Ohio 

3-4 Days 

Hawaii 

15 Days 

Oklahoma 

5 Days 

Idaho 

7 Days 

Oregon 

6 Days 

Illinois 

4 Days 

Pennsylvania 

2 Days 

Indiana 

4 Days 

Rhode Island 

2 Days 

Iowa 

5 Days 

South Carolina 

4 Days 

Kansas 

5 Days 

South Dakota 

6 Days 

Kentucky 

5 Days 

Tennessee 

4 Days 

Louisiana 

5 Days 

Texas 

4 Days 

Maine 

3 Days 

Utah 

6 Days 

Maryland 

2 Days 

Vermont 

2 Days 

Massachusetts 

2 Days 

Virginia 

2 Days 

Michigan 

5 Days 

Washington 

6 Days 

Minnesota 

5 Days 

Washington D.C. 

2 Days 

Mississippi 

4 Days 

West Virginia 

4 Days 

Missouri 

4 Days 

Wyoming 

6 Days 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


lL *zoW° z 



PHILIP MORRIS USA MARKETING AND SALES 


PURCHASING GUIDELINES 
AND 

OPERATING PROCEDURES 


SEPTEMBER 1988 


<P 

>4 

CP 


Source: https://www.industrydocumenfs.ucsf.edu/docs/mjwlOOOO 
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PURCHASING GUIDELINES AND OPERATING PROCEDURES 


TABLE OF CONTENTS 
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VIII APPROVALS * 7 

IX REQUISITION/PURCHASE ORDER PROCEDURES 7-11 

X PERSONAL PURCHASES 11 
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FOREWORD 


This manual is designed to facilitate understanding of the 
purchasing guidelines and operating procedures of the 
Philip Morris USA Marketing and Sales Departments and to 
serve as an instructional tool in our personnel training 
process. 

The information contained in this manual represent the 
basic intentions and goals of Management with respect to 
the procurement of promotional goods and services. 

It is the responsibility of all individuals involved in 
the requisitioning and purchasing of goods and services to 
be familiar with and comply with these guidelines and 
procedures. 

II. PURPOSE 


The purpose of this manual is to clearly define the 
responsibilities of the Purchasing Department and to 
establish operating guidelines for the procurement of 
materials, services, design and promotional concepts, 
etc. 

Clearly defined responsibilities are needed to ensure 
that: 


A. Materials and services are bought through the 
greatest value adding combination of high quality, 
low cost, innovativeness, timely delivery and 

•superior service. 

B. Philip Morris USA Marketing and Sales presents a 
unified, consistent image to the supplier 
marketplace allowing it to maximize its bargaining 
leverage. 

C. Internal users of purchasing services and outside 
suppliers understand how the purchasing process 
works and can expect fair, objective, cost 
effective results. 


III. SCOPE 


These guidelines and procedures apply to all USA Marketing 
and Sales personnel involved in the requisition of goods 
and services through the Purchasing Department. 

Any questions regarding the application or interpretation 
of the policies and procedures should be referred to the 
Director of Purchasing. 

The manual will be revised, as required, to meet new needs 
and conditions. Supplements will be distributed as they 
become available. 


- 1 - 
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IV. BASIC PURCHASING PHILOSOPHY 


Costs incurred for the purchase of goods and services 
are and will continue to be a significant component of 
our USA Marketing and Sales efforts. The basic 
philosophy of the Purchasing Department is to 
constantly seek the best value for the goods and 
services we receive. 

Successful purchasing requires a cooperative effort 
among buyers, users and the various staff support 
groups. A necessary part of this cooperative process 
is the recognition that all parties share the same 
goal: to achieve the highest value combination of high 
quality, low cost, timely delivery and superior 
service. 

The basic purchasing policy of the Company may be 
summarized as follows: 

A. To procure quality materials and services at the 
lowest possible cost consistent with the standards 
required by the user function. While price is an 
important consideration, it is not to be the sole 
determining factor in supplier selection. Order 
placement is based on the total value provided, 
including service, quality, terms, delivery and 
long-range viability as a supplier. 

B. To ensure an uninterrupted supply of quality 
materials and services by developing and 
maintaining a pool of qualified suppliers. On 
critical items, a minimum of two suppliers will be 
utilized. 

C. To closely monitor industry trends and vendor 
practices and performance. 

D. To maintain the confidentiality of all price and 
proprietary information submitted by our 
suppliers. 

E. To maintain a clear audit trail for financial 
management to review. 

F. To conduct the purchasing activity in compliance with 
PM USA and Corporate Financial Policies and all 
applicable local, state and federal laws. 



- 2 - 
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V. 


RESPONSIBILITY 


A. All purchase commitments are to be made exclusively 
by the Purchasing Department. Only representatives 
of the Purchasing Department shall commit to an 
outside vendor or give any information regarding 
competitive performance, final approval or price. 
Negotiations involving contractual consideration for 
promotional goods and services should not be 
initiated without the knowledge and assistance of the 
Purchasing Department. 

B. The Purchasing Department is responsible for the 
following business activities. 

1. Purchasing all requirements of PM USA Marketing 
and Sales with the exception of the items noted 
below in Section C. 

2. Establishing and maintaining purchasing files 
containing all pertinent information relating to 
any and all purchase commitments. 

3. Ensuring that all necessary approvals are 
obtained by the requestor and the maintenance of 
signing authority levels. 

4. Developing, issuing and interpreting PM USA 
purchasing guidelines and operating 
procedures. 

C. The Purchasing Department is not responsible for the 
procurement of insurance, travel arrangements, 
consulting services, seminars, presentations, 
publications or other standardized media, leases or 
real estate, office or warehouse space, facility 
maintenance contracts, automobiles used by the sales 
force, design services, art services, direct 
marketing production and fulfillment services. 
Purchasing is also not responsible for the 
negotiation of personal performance and venue 
contracts utilized in the Events Marketing 
Department. 

VI. PROCUREMENT METHODS 


Fundamentally, there are two methods of acquiring the 
materials and services that the USA Marketing and Sales 
Departments require: competitive and negotiated 
purchasing. Competitive purchasing is the preferred 
method and will be used whenever possible. Regardless of 
which method is used, appropriate documentation or an 
explanation supporting vendor selection will be maintained 
on file. 


-3- 
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A. 


Competitive Purchases 


Whenever possible, goods and services will be 
purchased by competitive bidding. The lowest bid, 
submitted by a qualified supplier, shall be 
accepted unless there are compelling reasons that 
dictate otherwise. If that is the case, the 
decision to award the business to other than the 
low bidder must be justified in writing and 
attached to the purchase requisition. 

All competitive bid purchases fall into one of the 
following categories. 

Class I 


Purchases of less than $10,000. Written bids are not 
required and Purchasing will select the most 
qualified supplier based on past performance and 
pricing history. 

Class II 


Purchases that fall between $10,000 and $100,000 in 
total value. In these cases, except as noted in 
Section 2, Page 5, competitive bids are required 
from at least three qualified suppliers. 

Decisions to award the job to other than the 
lowest bidder for reasons of quality must be 
approved by both the Director of Purchasing and 
the VP Marketing Services. 

Class III 


Purchases that exceed $100,000. In these cases, 
sealed bids must be secured from a minimum of three 
qualified suppliers. Purchasing will issue the 
request for bid forms and set up the bid review 
meeting. The bid review meeting will be attended by 
the requesting Manager, Accounting, Purchasing Manager 
and the Director of Purchasing. The bids will be 
opened in the presence of all the above parties, 
tabulated and the job awarded to the low bidder. A 
decision to award the job to other than the low 
bidder must have the approval of the VP Marketing 
Services and the VP Marketing. 
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Exceptions to the competitive bidding process outlined 
above are limited to the following situations: 


1. For purchases of printed promotional materials 
for the Product Promotion Plan and outdoor 
posters, competitive bids will be solicited for 
both semi-annual and annual projected 
quantities. The bids will be reviewed with the 
Director of Purchasing and in instances where 
economies of scale result in meaningful cost 
savings, the longer term will be chosen, 
providing such action does not hinder the 
development of secondary sources of supply. 
Regardless of which term is selected, the bid 
award will be formalized by issuing a letter of 
agreement stipulating specifications, pricing 
and the term of the agreement. Confirming 
purchase orders will be issued against the 
letter of agreement. 

2. For purchases of printed materials (e.g. 
training brochures) having a value of $10,000 to 
$25,000, the solicitation of three written bids 
is not required. However, at least one 
alternative verbal price quotation must be 
secured and recorded in the file prior to 
awarding the job. The Director of Purchasing 

or the group Purchasing Manager may request 
written bids at their discretion. 

B. Negotiated Purchases 

Negotiated purchases include: reruns or blanket 
orders placed directly with a proven vendor, as well 
as other negotiated purchases. 

1. Reruns - Purchases up to $50,000 which are being 
reordered, within a one year period of the 
original order, from a vendor that has been 
previously qualified with respect to price, 
quality, delivery and service, may be placed 
without competitive bids providing the original 
order was awarded through the competitive bid 
process. In such cases, the original vendor 
must remain competitive in all respects. At the 
end of the one year period, any repeat orders 
must once again be competitively bid. In 
addition, the original PO number, order date, 
quantity and price must be specified on a bid 
analysis sheet and attached to the original 
requisition. If there are substantial 
changes to the specifications of the original 
order, the new order must be rebid. 
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All reruns, with the exception of those items 
purchased under blanket purchase orders such 
as regular PPP graphics that exceed $50,000 
in value, must be competitively rebid. 

2. Blanket (Standing) Orders - May be used to 
reduce clerical activity and to capture volume 
discounts when an item is used routinely and in 
large quantity or a service is performed on a 
continuing basis. Unless favorable 
circumstances dictate otherwise, blanket orders 
may not be issued for more than one year, and 
the supplier or suppliers may be selected either 
via competitive bidding or the negotiation 
process. 

3. Creative Supplier Concepts - In the case of 
creative concepts, it is the general policy of 
the Company to separate the acquisition of 
design and promotional concepts from the 
purchase of related product(s). The development 
of design and promotional concepts from other 
than supplier/production sources is encouraged. 
Where practical, independent sources should be 
used for this purpose (e.g. sales promotion 
agencies, designers, etc.) who are reimbursed 
their services. If the design of a 

supplier/production source is accepted, the 
original order should be negotiated; however, 
subsequent orders are subject to the competitive 
bidding process. 

4. Sole Sources - Wherever possible, items should 
be designed/selected to permit the use of 
multiple suppliers and competitive bidding. 

Where this is not feasible, the contract/order 
should be negotiated by the Purchasing 
Department. In addition, Purchasing shall 
attempt to develop alternative sources of 
competition for future consideration. 

VII. RUSH ORDERS 


Rush buying disrupts normal purchasing activity and may 
increase costs through the lack of competitive price 
checks. All departments must make every effort to provide 
Purchasing with timely information on impending purchases 
to minimize rush orders. 

In addition, no rush orders exceeding $50,000 in value 
will be entered into production without the written 
approval of the Vice President, Marketing or Sales. To 
obtain such approval, the requestor must prepare a memo 
detailing the reasons that established Purchasing 
policy should be violated. This approval must be 
secured prior to submitting the requisition to the 
Purchasing Department. 
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VIII.APPROVALS 


A. General 

Before any purchase commitment can be made for goods 
and services other than regular PPP materials, a 
purchase requisition must be prepared and approved in 
accordance with the current levels of authorization. 

A listing of the required approval signatures in the 
preferred signing order is provided at the end of 
Section X. (See Attachment A) 

In addition to the basic requisition form, all 
requisitions and contracts exceeding $100,000 in value 
must be accompanied by a Contract/Purchase Requisition 
Approval Request Form (See Attachment B). Instructions 
regarding the completion and submission of requisitions 
are given in Section IX. 

B. Advance Payments 

It is company policy not to make advance payments (i.e. 
payment prior to receipt of goods and services) to 
suppliers on orders placed. If circumstances 
necessitate such payment, the action must have the 
written approval of the Vice President of Finance and 
Administration or in his absence, the PM USA 
Assistant Controller before any commitment is 
made. To obtain such approval, the requestor must 
submit a written request with justification and a 
recap of any expenses incurred to date. 

C. Change Orders 

Change orders that increase the total dollar value of 
the original purchase order by more than 15%, must be 
resubmitted for approval signatures as determined by 
the new total dollar value. 

Also, any change orders that increase the total value 
of the original purchase order so that the new total 
dollar value exceeds the signing authority of the 
original approver, must be submitted for approval to 
the individual(s) authorized to sign for the new 
total dollar value. 

D. Product Promotion Plan 

In the case of purchases for the Product Promotion 
Plan, only the approval of the Director, Purchasing. 

IX. REQUISITION/PURCHASE ORDER PROCEDURES 

It is Company policy that all purchase commitments over 
$100.00 are properly documented and approved through the use 
of purchase requisitions and purchase orders. Because of 
the many different types of promotional goods and services 
we purchase, there are a number of different procedures 
utilized in_the requisitioning process. 
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These have been broken down into the following categories: 

A. Graphics/Temporary Displays 

B. Product Promotion Plan Items (PPP) 

C. Continuous Permanent POS Items 

D. Permanent Retail Promotion/Merchandising Materials 

E. Incentives/Premiums 

F. Outdoor Advertising 

G. Other 

A. Graphics/Temporary Displays (e.g. corrugated 

displays, brochures, posters) 

1. A manual purchase requisition (Form 1057) must 
be completed by the requesting department for 
all purchases from outside vendors and submitted 
to the Purchasing Department. 

2. This requisition must clearly state the purpose, 
item requested - including specifications, 
quantity, date required, shipping instructions, 
P.O.S. number if applicable, accounting code and 
departmental approval. (See Attachment C) 

3. Purchasing will secure competitive bids as 
required and award the job accordingly. 

4. The vendor, unit price and total amount fields 
will be completed by Purchasing prior to routing 
for additional approvals if required. If 
additional approvals are required. Purchasing 
will return the requisition to the requesting 
party. The requesting party is responsible for 
securing the additional approvals. After all 
required approvals have been obtained, the 
requesting department should return the 
requisition to Purchasing. 

5. Purchasing will complete the data entry and 
issue a final PO. 

B. Production Promotion Plan - PPP Items (e.g. sell 

sheets, set sells, posters) 

1. A materials listing memo (See Attachment D) 
detailing the item description, brand, POS 
number, quantity, packing factor, shipping 
instructions and delivery date is generated 
by the Sales Department and forwarded to the 
Director of Purchasing. The Purchasing 
Department will issue a computer generated 
requisition. 
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2. The Director of Purchasing will review and 
approve the requisition. 

3. The vendor, unit price and total amount is 
completed by the Purchasing Agent and a purchase 
order is issued. 

C. Continuous Permanent POS Items (e.g. clocks, metal 

signs, message boards, etc.) 

1. A manual purchase requisition (Form 1057) must 
be completed by the Manager of Merchandising and 
submitted to the Purchasing Department. (See 
Attachment E) 

2. The requisition should be complete with respect 
to the supplier, the item requested - including 
specifications, quantity, date required, shipping 
instructions, POS number if required, accounting 
code and departmental approval. 

3. Purchasing will generate a computer requisition 
and return it to the Manager of Merchandising 
for review and obtaining the balance of the 
required approval signatures. 

4. The Manager of Merchandising returns the 
approved requisition along with all pertinent 
back up materials such as letters of quotation. 

5. Purchasing completes the data entry and issues a 
final PO to the supplier. 

D. Retail Promotion/Permanent Merchandising Materials 

(e.g. B-Racks - System 2000) 

1. A computer generated purchase requisition is 
prepared by the Retail Promotion/Merchandising 
Materials group and forwarded to the Purchasing 
Department. This requisition must include: 
vendor, quantity, POS number if applicable, 
item description, unit price, total price, 
shipping instructions, accounting codes and 
required approval signatures. All quotation 
letters and bid analysis materials must be 
attached to the requisition. 

2. The Purchasing Department will then generate a 
final purchase order. 
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E. Incentive Purchases (e.g. towels, duffle bags, 

T-Shirts) 

1. A request for Incentives (Form 3761NY) must be 
completed and submitted to the Purchasing 
Department. 

2. This request must clearly state the program 
description, brand, type of incentive, critical 
dates, whether or not samples, proofs or catalog 
sheets are required, suggested item quantity, 
description of item and the budget range for 
each item. (See Attachment F) 

3. Purchasing will research the item and present 
samples, price quotes and production leadtime 
information to the requesting party. 

4. Once the item is finalized, a computer generated 
requisition is prepared by the Purchasing 
Department. The requisition will include 
vendor, quantity, POS number if applicable, item 
description and specification, unit price, 
total amount and shipping instructions. 

5. The requisition is returned to the requestor who 
is responsible for the preparation of the cover 
letter and obtaining the required accounting 
codes and approval signatures. 

6. The requestor returns the completed/approved 
requisition.to the Purchasing Department. 
Purchasing issues a final purchase order and 
awards the job. 

F. Outdoor Advertising (e.g. 30 sheet posters, dioramas) 

1. Posters/Rear Lit Designs - A purchase 
requisition (Form 1507d for rear lit designs or 
Form 1507e for Posters) must be 
completed/approved by the requesting brand 
group and submitted to the Purchasing 
Department. 

2. Sporting Event Advertising - Requests for 
sporting event advertising should be completed 
on the standard requisition. (Form 1507) 

3. In either of the above cases, the requisition 
must include the brand name, ad number, subject, 
item, posting dates, accounting code, and 
departmental approval signatures. The final art 
and mechanicals should accompany the 
requisition. (See Attachments G and H) 
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4. Purchasing will spec out, bid and award the job. 

5. Purchasing will complete the vendor, shipping 
instructions, quantity, unit price, total 
amounts and delivery date fields on the 
requisition. 


G. Other 

1. All requisitions for items such as supplies, 
furniture, etc. should be completed using the 
instructions as described in Section A. 

H. Purchase Orders 


1. PM USA Financial Policy requires that a 
purchase order be issued for all purchases 
over $100.00. 

2. Purchase orders, including change orders, are 
issued by the Purchasing Department. Prior to 
issuing a purchase order the buyer must meet all 
the necessary bidding requirements, and have in 
his/her possession all the necessary 
documentation (i.e. quotation letter, formal 
closed bids etc.). This documentation must be 
kept on file in the Purchasing Department. 

3. All purchase orders must include quantity, unit 
price, total amount, delivery date, shipping 
instruction, item description and payment terms 
as agreed upon with the supplier. 

4. All purchase orders must be signed by the 
appropriate Purchasing Manager and all orders 
over $25,000 must be counter signed by the 
Director of Purchasing. 

X. PERSONAL PURCHASES 


The Company's purchasing facilities and personnel should 
not be used by company employees for personal purchases. 
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ATTACHMENT A 


Requisition Approval Requirements in Signing Order 


Requisition Value 


Signing Order 


$0 - 10,000 


Requestor 

Manager 

Group Director 
Director, Purchasing 


$ 10,001 - 100,000 


Requestor 

Manager 

Group Director 
Director, Purchasing 
VP Marketing Services 


$100,001 - 250,000 Requestor 

Manager 

Group Director 
Director, Purchasing 
VP Marketing Services 
VP Marketing 


$250,001 - 750,000 Requestor 

Manager 

Group Director 
Director, Purchasing 
VP Marketing Services 
VP Marketing 

VP Finance & Administration 
Executive VP Marketing 


Over $750,001 Requestor 

Manager 

Group Director 
Director, Purchasing 
VP Marketing Services 
VP Marketing 

VP Finance & Administration 
Executive VP Marketing 
President & CEO 


CP 

-o 
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ATTACHMENT B 


Project Code:_ 

(To be completed by Accounting 
after approval) 


CONTRACT/PURCHASE REQUISITION APPROVAL REQUEST 


Project: 
Vendor: 


Financial Impact: 


Title 

Give name of outside company or individual 
that is performing service in contract/purchase 
requisition. 

Total project expenses (Include expenses in 
contract/purchase requisition and other expenses 
related to the project; Review in detail below in 
Financial Elements section). Include period of 
time. 


Responsibility: List name of person having immediate 

responsibility for this proposal as well as the 
next highest level of responsibility. 


Project Description 

Give synopsis of the project including timing, location and 
quantities. 

Financial Elements 


Recap project cost by major element. 

Summarize any major assumptions, such as coupon redemption, 
incentive utilization, number of events, etc. 

Provide historical cost information to compare current 
project costs to previous years. (At least 2 years) 

Discuss any costs that are associated with the project that 
are not included in the contract or purchase requisition. 

Budget Implications 

State whether this project is included in the latest budget 
and the budgeted amount. If the project is not budgeted, 
state how it will be funded. 

Competitive Bid 

- *State whether or not the project was competitively bid. (Bid 
tabulation sheet should be attached to the purchase 
requisition) 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


2041002892 



- 2 - 


Provide justification if the project was not competitively 
bid or the low bid was not accepted. Review any plans that 
will. be implemented to bid this project in the future. 


Approvals 


This form should be utilized on all contract/purchase 
requisitions that require approval by Frank Resnik, Bill 
Campbell, Vin Buccellato, David Dangoor or Ellen Merlo. The 
approval form and the attached contract/purchase requisition 
should be reviewed and initialed by Purchasing, Marketing 
Budgets and Accounting prior to approval by senior 
management. 
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SAMPLE 


PURCHASE REQUISITION APPROVAL REQUEST 

Promotion: Carton Incentive for Virginia Slims Ultra Lights 

National Introduction. (Duffle Bag, Squar.e Tote 

Bag and Garment Bag.) 

Financial Impact: $1,582,340 (See Below) 

Coordinator: Herb Foster 

Purchase Requisition Description 

This purchase requisition is for 525,600 duffle bags and 52,000 
matching luggage sets (including a garment bag and square tote bag). 
The duffle bag promotion will be attached to cartons of Virginia Slims 
Ultra Lights (VSUL) during the second month of the introduction 
(November). Inside the duffle bag will be a bounce back card offering 
the matching luggage set, free with three carton UPC codes. The 
order quantity for the matching luggage set is based on a 10% 
redemption rate. 

These items were very well received in the existing VSUL test markets. 
Financial Elements 


As summarized below, the total for this purchase requisition is 
$1,372,100. This amount includes air freight for the duffle bags to 
be shipped from the supplier to the packager. Air shipment will 
ensure prompt shipment to the field so that overlap with B&H Lights 
Box programs will be minimal. The budget for the VSUL introduction 
provides $1,510,700 for this A-l promotion. 







Quantity 

Unit 

Price 


Total 

VSUL 

VSUL 

VSUL 

Small Duffle 
Large Square 
Garment Bags 

Bags 

Tote 

(1) 

Bags 

525,600 

52,000 

52,000 

$1,825 

$3.06 

$4.88 

$ 

959,220 

159,120 

253,760 


Total 

Purchase Requisition 


$1 

,372,100 


(1) Includes $0.39 per unit for air shipment to packager. 
Competitive Bid 

These three incentive items were competitively bid and the lowest 
bidder was selected in each case. 


Approvals 


JS 

(See 

attached 

memo) 

Budgets 

DD 

HS 

_ (See 

_ (See 

attached 

attached 

memo) 
memo) 

Accounting 

WC 

FR 

_ (See 

attached 

memo) 

Purchasing 
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SAMPLE 


ATTACHMENT F 

PHILIP MORRIS, U.S.A. INTER-OFFICE CORRESPONDENCE 

-- 120 PARK AVENUE, NEW YORK, N.Y. 10017 

TO: DATE: August 31, 1988 

FROM: 

SUBJECT: Request For Incentive(s) 

Program Description: 

Brand . Marlboro Country Music _ 

2w/inc. Z A-l On Canon Z Liquidator Z Giveaways □ Trade Z Other IK 

sales force 


Critical Dates: 

Date due in Field:_ 2 / 8_9 - 

Incentive(s) for Brand review due 9 / 16/88 - 

Include: samples 3 proofs Z catalog sheets Z 

Suggested 

Item(s) 

Sports Bag (not duffle) 


Estimated 

Quantity 

4,000 


Description of Incentive(s): Size, Color, Logo Treatment, etc. (If required) 

Marlboro Country Music Logo 
Marlboro Colors 


$ 8.00 - 10.00 

Budget:_ 


cc: 


PORM »37«1NY 
PM US* S/17 

COMP A50/(5) 
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ATTACHMENT G 


Sample 

FORM / ISO70 

cSmp C 5(?3 E , V7/87 PURCHASE REQUISITION * RO NO 


* nonco ennu 


DATE: 2-16 

«• 88 

_-— ---pen mo ■ 

* RHIP TO- 






TERMS: 


• 

-- 

FOB 



QUANTITY ★ ITEM UNIT PRICE * TOTAL* 


Complete and approve a separate requisition for each item. 

Items indicated by (*) will be completed by Purchasing. 
Requisition should accompany approved artwork and ordinarily 
be turned over to Purchasing for production ten weeks 
prior to posting date. 

Virginia Slims M VSLK-228-cl 


Subject: (Caption) 


Sound of Music 


REAR-LIT DESIGNS 

COMMUTER CLOCK 21 3 /4"hx 46V4W 

_ Generic 

2L Black 
_ Spanish 

DIRECTIONAL CLOCK 14 V 2 "h x 30V 2 "w 

_ Generic 

_ Black 

_ Spanish 

TAXI-TOP 14"h x 48"w 
_ New York _ Miami 

SINGLE DIORAMA 
_ 43"h x 62 "w 

DOUBLE DIORAMA 
Composite Key lines: 

—43"hx 124"w (Milwaukee) 

—44"h x 125"w (Chicago) 

_ KING SIZE DIORAMA 69"h x 84"w 

_ PIER U A" 87V4" x 87^4" 


POSTING 
MONTH(S) YEAR 

June 88 


Bid Reference: 

— This P.O. 

— Three Quotes Attached 

— See Attached Note 

— Other PO. 2_ 

No Bidding Conducted: 

— Reprint Within One Year 

— Class I, Under $10,000 

— Confidential Introduction 

— Rush Order 

— Unique Product/Supplier 

— Other_ 


_ PIER"B"87 1 /4"x87 1 /4" 

_ BUS SHELTER 47 1 / 2 "w x 68V 2 "h 

_ AIRPORT MINI SPECTACULAR 
29"x71 1 /4” 


— Approvals: 


PURPOSE: 

Outdoor Advertising Program 


date reouirfd * (20th of Month Preceding Posting) 

DELIVER TO: 

See “SHIP TO”, above 

DEPT. — “ 

ACTG. CODE 

520 896 b005160000 

ACCTG. DEPT. 

APPROVAL 

-- -l 


PREPARED BY . 


DEPARTMENTAL 
APPROVAi__ 


EXECUTIVE 
APPROVAL _ 
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ATTACHMENT H 


POmi #1507E 
H* »NC. REV 7/*7 

COMP 50(3) 


Sample 

PURCHASE REQUISITION 


★ P.O. NO . 


★ ORDER FROM: 


★ SHIP TO: 


DATE:. 


3-17 


.id. 


88 


REQ. NO.: . 
TERMS: _ 


F.Q.B. . 


QUANTITY ★ 


ITEM 


UNIT PRICE ★ 


TOTAL ★ 


Complete and approve a separate requisition for each item. 
Items indicated by (★) will be completed by Purchasing. 
Requisition should accompany approved artwork and ordinarily 
be turned over to Purchasing for production ten weeks 
prior to posting date. 


Brand: 


Marlboro 


Ad No. MARG0218-A1 


Slicker Blue 


Subject: (Caption) 
ITEM/POOL: 


THIRTY-SHEET * QUAN. 

Combined Pool _ 

T&S Rool _ 

Resort Pool _ 


POSTING 

MONTH YEAR 


EIGHT-SHEET 
Black 
Spanish x 


TWO-SHEET 
Generic: Commuter/TDI 
NY Subways 
Black: Commuter/TDI 

NY Subways 
Spanish: Commuter/TDI 
NY Subways 

GROCERY/CONVENIENCE 

KING SIZE BUS POSTER 
36 x 144 

TRANSIT CAR CARDS 

Horizontal: 11 "h x 28"w 
Square: 22"hx21"w 


June/July 1988 


Bid Reference: 

— This P.O, 

— Three Quotes Attached 

— See Attached Note 

— Other P.O. Z_ 


No Bidding Conducted: 

— Reprint Within One Year 

— Class I, Under $ 10,000 

— Confidential Introduction 

— Rush Order 

— Unique Product/Supplier 

— Other_ 


— Approvals: . 


PURPOSE: 

Outdoor Advertising Program 


date REouiRPn ★ of Month Preceding Posting) 

DELIVER TO: 

See “SHIP TO”, above 

DEPT. — — 

ACTG. CODE 

520 898 b005T0 

ACCTG. DEPT. 

APPROVAL 

1 


PREPARED BY 


appropriate signature 


DEPARTMENTAL 
APPROVAL_ 


required 


EXECUTIVE 
APPROVAL _ 
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PURCHASING CONTACT LIST 


Director of Purchasing 


Must sign all purchase 
requisitions 


Manager. Purchasing and 
Graphics 


Retail 2 Pack and carton 
displays 


Mana ger. Incentive Purchasing — Oversees purchasing of t— 

Shirts, incentives, and 
gifts 


Senior Purchasing Agent - Specializes in bindery and 

advertising insertions 


P.O.S. materials, banners, 
leaderboards, and 4 color 
art production 


Purchasing Ass istant — Production of 2 color 

materials, cups, napkins 
and invitations 


Purchasing Admini strator - Assigns purchase order 

numbers and processes 
requisitions 


Manager. Advertising 
Production 


Billboards, transit and 
outdoor advertising 


Materials Coordinator 
Incentive Purchasing 


Traffic Coordinator 
Purchasing 


Sources materials such as 
T-Shirts, pens and table 
gifts 


Must assign P.O.S. numbers 
prior to production 


Reviews keylines, legal 
stats and blue prints for 
legal purposes 
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INVENTORY LEDGER 
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Form 461 
PM INC. REV 1/81 


PHILIP MORRIS INTERNATIONAL 


REQUEST FOR SHIPMENT OF POINT OF SALE MATERIAL 


Date 


Customer, Distributor or Representative 


Quantity 


Description of Item 


Value Replacement 

(If To Be Value 

Billed)_(If Gratis) 


Mode of Shipment (Check One) 

Via Insured Parcel Post 
With Export Order 
Other (Specify) 


Remarks: 


Approved: 


Account To Be Charged 


Instructions 


1 - This Form is to be completed 

2 - Distribution of Forms 


in Four Parts 


Original 

Duplicate 

Triplicate 

Quadruplicate: 


Carlstadt Depot 
For Order Section 

For Point of Sale Material Inventory 
For International Accounting 
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FOAM #2986 
PM INT. REV. 6/83 
COMP. D4105/28A 


PHILIP MORRIS INTERNATIONAL 
FREIGHT REQUISITION FORM 


Date: 


Please arrange to ship the following by air freight: 


Item: 


To: 


Value: 

Insurance: □ YES □ NO 

Freight: □ CHARGE □ NO CHARGE 

Charge addressee for item: □ YES □ NO 


(To be supplied by Maitroom): W eight: 

Size: 


FURNISH FLIGHT INFORMATION DEPARTMENTAL SUPERVISORY APPROVAL: 

TO: _ _ 

EXT.: _ ACCOUNT TO BE CHARGED: 


AMOUNT (in U.S. Dollars): 


White Copy 
Canary Copy 
Pink Copy 
Gold Copy 


Traffic Dept. 
Mail Room 
Int'l. Accounting 
Originating Dept. 
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CUSTOMS CLEARANCE AND DELIVERY 


MATERIALS SHIPPED TO UNITED KINGDOM 


1. Address pro-forma invoices to: 

Charles Stewart Ltd. 

530 Chiswick High Road 

London W4 

England 

2. Ensure Certificate of Origin accompanies materials where 
necessary, i.e. cotton T-shirts, towels. (If in doubt, your 
shipping agent should be able to advise necessity/procedures). 
This is quite important since goods cannot be cleared without 
Certificate of Origin if one is required. 

3. Consign packages to Charles Stewart Ltd. (+ full address as 
above) and mark "c/o Rapid Movement/Heathrow." 

(Rapid Movements are our freight agency who will clear and 
deliver.) 

4. Advise Charles Stewart Ltd. by telex (UK 8813735): 

- contents of shipment 

- date sent 

- flight number 

- arrival time Heathrow 

- airway bill number 
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ON-SITE OPERATIONS 
NAMED EVENTS 


Checklist 

Manager, Operations, is responsible for all of the following on¬ 
site: 


Ensure all Virginia Slims materials have arrived in correct 
quantities (see list in On-Site Materials section). 

Check tournament facilities and signage (sample court set-ups 
attached). 

Check Media Center/Interview Room. 

Check player facilities-locker room, lounge, food, etc. 

Collect contractual tickets from promoter and distribute. 
(Ensure there are no obstructions such as light poles, 
pillars, etc.). Process special ticket requests, including 
PM VIPs, players, media, etc. 

Review all on-court promotions and corporate night programs 
with promoter. Be especially aware of charity-related 
functions. Compare to previously submitted schedule. 

Identify Giveaway Night location with promoter and oversee 
Giveaway Night. (If applicable) 

Distribute Virginia Slims materials throughout site (other 
than Media Center), e.g., pads, pens, etc. 

Implement Virginia Slims' on-court promotions, where 
applicable. 

Distribute player gift, where applicable. 

Collect advertising tear sheets from promoter and compare to 
approved Media Plan as well as Philip Morris produced ad 
slicks (get copies from Coordinator, Operations, in New York 
office). 

Secure and escort players for Sales Force party. 

Act as a liaison between promoter and players for promotional 
activities. 

Check Pro-Shop. 

Check samplers. 
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ON-SITE OPERATIONS 
NAMED EVENTS 
(Continued) 


Orchestrate check presentations with promoter and act as 
Master of Ceremonies. Includes completing the oversized check 
for the singles winner and having it available for the 
ceremony (need grease pencil). 

Give final prize money check to the promoter immediately 
following the singles final, if. all tear sheets have been 
collected and all aspects of contract have been met 
satisfactorily. 

Submit Tournament Report to manager (sample attached) as soon 
as possible. 

Affix two "logo only" information signs to umpire chair. 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


2041002906 



VIRGINIA SLIMS NAMED EVENTS 
CENTER COURT SET-UP 
(WITH A PRESENTER) 



Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


2041002907 







VIRGINIA SLIMS NAMED EVENTS 
CENTER COURT SET-UP 
(NO PRESENTER) 
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CHECK PRESENTATION FORMAT 
( Singles and Doubles ) 


On Court: . Announcer/Master of Ceremonies (if applicable) 
. Virginia Slims Representative 

. Local Sales Force Representative 

. Tournament Promoter/Director 

. Presenter Representative 


Announcer/MC or Tournament Promoter/Director says a few words and 
introduces the Virginia Slims Representative. 


( The Virginia Slims Representative controls the presentation. ) 


Virginia Slims Representative says a few words -- congratulates 

both finalists, thanks fans, venue, presenter, promoter, etc. - 

and introduces Presenter Representative. 


Presenter Representative introduces runner-up(s) and presents 
check. 


Runner up(s) say(s) a few words. 


Virginia Slims Representative introduces the winner(s) and 
introduces the local Sales Force Representative who presents the 
oversized check to the winner (singles only has oversized check). 


Winner(s) say(s) a few words. 


Announcer/MC or Tournament Promoter/Director closes presentation. 
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VIRGINIA SLIMS 
TOURNAMENT REPORT 


PART ONE 

Name of Tournament _ 

Dates_ 

Prize Money_ 

Promoter_ 

TournamentDirector 
Weekly Attendance _ 

Presenter_ 

Singles Winner_ 

Doubles Winners_ 

Check Presentation Ceremonies Participants 


Player Gift (if applicable) __ 

PART TWO 

gales Force Party 

Date--- Location_ 

Time--- Total Attending 

Sales Force 
Contacts_ 

Players Attending._ 


_Site__ 

Draw Sizes__ 

Indoor_Outdoor 


_Stadium Capacity 

Contact __ 
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PART THREE 


Submitted by: 


VIRGINIA SLIMS 
TOURNAMENT REPORT 

(Continued) 


(Player Treatment; Pro-Shop; Sampling; Tickets: Sales 
Force Response; Key Customer/VIP Entertainment; Ways 
to Improve; Etc.) 


Date: 
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VIRGINIA SLIMS OF CHICAGO 


PRIZE MONEY ; $350,000 

LOCATION : University of Illinois - UIC Pavillion 
PROMOTER: IMG - Mike Savit/Mary Heath 

VIRGINIA SLIMS CONTRIBUTION TO PRIZE MONEY : $ 280.000 

1ST PAYMENT AMOUNT (80%) $ 240.000 Due 7 Davs Prior to Event. 
2ND PAYMENT AMOUNT (20%) $ 56,000 Due Final Sunday 

ADVERTISING BUDGET : $ 110,000 Due 2 weeks after approval 

P.O.S. MATERIALS : See P.O.S. Materials List. 

TOURNAMENT MATERIALS .: See Tournament Materials List. 

ADVERTISING SCHEDULE : To be submitted by promoter to Manager, 

Virginia Slims Tennis. 

TICKET ALLOCATIONS : Minimum 21 days in advance Coordinator, 

Operations, submits to promoter. 

SALES FORCE CONTACT : SOPM-Section Office #43. 

TOURNAMENT FACI LITIES/SIGNAGE : See Standard Court Diagram with 

Presenter. 

TICKETS : Local Corporate Affairs office and Leo Burnett place many 

requests. 

TEAR SHEETS : Manager, Operations collects from promoter on-site. 

CHECK PRESENTATION : Manager, Operations, coordinates with promoter 

and local Sales Force contact. 

SAMPLING : No - on college campus. 

PRO-SHOP : Yes - booth & merchandise. 

SALES FORCE PARTY : Yes - Sunday brunch before match on site. 


IV) 

o 

4k 

o 

o 

fs> 

o 
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EXHIBIT C 


PROMOTER'S RESPONSIBILITY FOR MEDIA PLAN 
Promoter shall submit to PM a detailed Media Plan including 
Media Schedules in the format attached to this Exhibit C. 

As provided in, and subject to the terms of, Section 3.1 of 
the Agreement, upon approval by PM of the Media Plan, PM shall 
pay to Promoter the Advertising Payment in the amount of 
$ 110 , 000 . 00 . 

T: \Rob\PM l Exhibits l Chicago. Exc 



Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


, 001*02 



EXHIBIT E 


ADDITIONAL TERMS AND CONDITIONS 

The following sets forth the additional Terms and Conditions 
of this Agreement. Failure to comply with any such Terms and 
Conditions shall be considered a material breach of this 
Agreement and shall subject such party to all penalties and 
liabilities set forth in this Agreement. 

Promoter shall take the following actions in addition to 
those required elsewhere in this Agreement: 

1. Add lighting to all hallways at the Facility. 

2. Carpet all cement floors at the Facility. 

3. Take all steps necessary to remedy the '•drop-off" at the 
ends of the Tournament tennis court. 

4. Frame the Tournament tennis court with plants for the 
duration of the Tournament. 

5. At a minimum, maintain the size of the Player Lounge at 
the same size as the 1990 Tournament Player Lounge. 

6. Furnish appropriate decorations for the Player Lounge. 

7. Take all steps to ensure that practice courts are 
available for use by Tournament participants from and including 
the Thursday preceding the Tournament. 

8. Provide photographers benches of appropriate height at 
courtside for the duration of the Tournament. 

9. Provide a minimum of 12 automobiles that are clean and 
in good condition and fully serviced to be available for the 
duration of the Tournament for use by Tournament participants, 
Virginia Slims representatives and their guests. 
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10. Enlarge the Media Center from the size of the 1990 
Tournament Media Center by converting the adjacent hallway into 
an attractive media dining area and lounge. 

11. In addition to all other required security, provide 
extra security for top-seeded or high-visibility players to be 
available at such players' request for the duration of the 
Tournament. 

12. Provide a full time locker room attendant for the 
duration of the Tournament who will be responsible for keeping 
the Player Lounge and Locker Room clean and attractive and 
ensuring that there are adequate towels and other supplies 
available at all times to the Tournament participants. 

13. Ensure that the bunting around the Tournament tennis 
court is attractive and is sufficiently long to reach the floor. 

14. Provide winners and runners up with trophy, plate or 
cup (singles and doubles). 

15. Create and provide a player information brochure. 

T:\Rob\PM\Exhibits\CHcago 
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VIRGINIA SLIMS OF OKLAHOMA 


PRIZE MONEY : $150,000 

LOCATION : Greens Country Club - Oklahoma City 

PROMOTER: ProServ - Sara Forniciari (Promoter) 

Trish Faulkner (Director) 


VIRGINIA SLIMS CONTRIBUTION TO PRIZE MONEY ; $120.000 

1ST PAYMENT AMOUNT (8030 $ 96,000 Due 7 Davs Prior to Eyrent 
2ND PAYMENT AMOUNT (20%) $ 24.000 Due Final Sunday 

ADVERTISING BUDGET: $ 25,000 Due 2 weeks after approval 

P.O.S. MATERIALS: See P.O.S. Materials List. Make sure correct 

logos on other materials they produce (and in 
advance). Coordinator, Operations, coordinates 
with promoter/director. 

TOURNA MENT MATERIALS : See Tournament Materials List. - Named 

Events. Coordinator, Operations, coordinates 
with tournament director. 

ADVERTISING SCH EDULE : To be submitted by promoter to Manager, 

Virginia Slims Tennis. 

TICKET AL LOCATIONS : Minimum 21 days in advance Coordinator, 

Operations, submits to promoter. 

SALES FORCE CONTACT : Jim Day in Oklahoma and SOPM Section #35. 

TOURNAMENT FAC ILITIES/SIGNAGE ; See standard diagram with 

presenter. 

TICKETS: Public Relations Director distributes (if Operations 

person is not on-site). We give 90% of tickets to Sales 
Force. 

TEAR SHEETS: Public Relations Director collects from promoter on¬ 

site. 

CHECK PRES ENTATION : Public Relations Director coordinates with 

promoter, Sales Force contact. Public Relations 
Director becomes contact person if no Operations 
person is on-site. 

SAMPLING : Yes. 

SALES FORCE PARTY : On-site. 

PRO-SHOP: Yes. 
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EXHIBIT C 


PROMOTER'S RESPONSIBILITY FOR MEDIA PLAN 
Promoter shall submit to PM a detailed Media Plan including 
Media Schedules in the format attached to this Exhibit C. 

As provided in, and subject to the terms of, Section 3.1 of 
the Agreement, upon approval by PM of the Media Plan, PM shall 
pay to Promoter the Advertising Payment in the amount of 
$25,000.00. 


T: L Rob\PM\Exhibits \Oklahoma. Exc 
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EXHIBIT E 


ADDITIONAL TERMS AND CONDITIONS 

The following sets forth the additional Terms and Conditions 
of this Agreement. Failure to comply with any such Terms and 
Conditions shall be considered a material breach of this 
Agreement and shall subject such party to all penalties and 
liabilities set forth in this Agreement. 

Promoter shall take the following actions in addition to 
those required elsewhere in this Agreement: 

1. Maintain an adequate "Smoking Permitted" section in the 
Gold Racquet Club for the duration of the Tournament. 

2. Provide office space for Virginia Slims' exclusive use. 
The office space must be equipped with a telephone jack and must 
be in a location convenient to the Media and to Tournament 
participants. 

3. Make the side courts more attractive by, without 
limitation, providing flowers, bunting and courtside plants. 

4. Promoter will reimburse EVENTS, Inc., or be directly 
responsible for, costs incurred in connection with Promoter's use 
of copying equipment including but not limited to Promoter's 
duplication of daily schedules. Promoter will be responsible for 
all costs associated with such use, e.g. paper and other 
necessary supplies. 


T:Wob\PM\Exhibits\Oklahoma 
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VIRGINIA SLIMS OF PALM SPRTNfiS 


PRIZE MONEY : $350,000 
LOCATION : Bono’s Racquet Club 

PROMOTER : IMG - Barbara Perry 

VIRGINIA SLIMS CONTRIBUTION TO PRIZE MONEY : $ 280.000 

1ST PAYMENT AMOUNT (80%) $ 224.000 Due 7 Davs Prior to Event 
2ND PAYMENT AMOUNT (20%^ $ 56.000 Due Final Sunday 

ADVERTISI NG BUDGET : $ 110,000 Due 2 weeks after approval 

P.O.S. MATERIALS : See P.O.S. Materials List. 

TOURNAMENT MATERIALS : See Tournament Materials List. 

ADVERTISING SCHEDULE : To be submitted by promoter to Manager, 

Virginia Slims Tennis. 

TICKET ALL OCATIONS : Minimum 21 days in advance Coordinator, 

Operations, submits to promoter. 

SALES FORCE CONTACT : SOPM-Section Office #55 (Phoenix). 

TOURNAMENT FACILITIES/SIGNAGE : See Standard Court Diagram with 

Presenter. 

TICKETS : VS receives contractual tickets, three sponsor suites 

(made into one), and two indoor restaurant tables. 

TEAR SHEETS : Manager, Operations collects from promoter on-site. 

CHECK PRESENTATION : New York Office. 

SAMPLING : Yes. 

PRO-SHOP : Yes - booth and merchandise. 

SALES FORCE PARTY : No. 

MISCELLANEOUS: Trade Relations usually holds a customer week¬ 

end here. 
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EXHIBIT C 


PROMOTER'S RESPONSIBILITY FOR MEDIA PLAN 
Promoter shall submit to PM a detailed Media Plan including 
Media Schedules in the format attached to this Exhibit C. 

As provided in, and subject to the terms of, Section 3.1 of 
the Agreement, upon approval by ?M of the Media Plan, PM shall 
pay to Promoter the A .jv-rt ls ir.g Payment in the amount of 
$ 110 , 000 . 00 . 

T: Rob P\{ Exhibits PdlnxSpr £r <_' 
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EXHIBIT E 


ADDITIONAL TERMS AND CONDITIONS 

The following sets forth the additional Terms and Conditions 
of this Agreement. Failure to comply with any such Terms and 
Conditions shall be considered a material breach of this 
Agreement and shall subject such party to all penalties and 
liabilities set forth in this Agreement. 

Promoter shall take the following actions in addition to 
those required elsewhere in this Agreement: 

1. Supply ample indoor space for Virginia Slims, Women's 
Tennis Association and Kraft General Foods offices. All offices 
must be climate controlled, carpeted and draped and must be kept 
clean at all times. 

2. Provide adequate transportation for Tournament 
participants, Virginia Slims representatives and designated 
guests to and from all off-site hotels and to and from the 
airport for the duration of the Tournament. 

3. Provide adequate media working space and interview 
areas. The media working space must be climate controlled. 

4. Provide for substantial catered meals for Tournament 

participants and designated guests of Virginia Slims. Menus are 
to be submitted by Promoter to Virginia Slims for Virginia Slims' 
approval on or before February 10, 1991. 

5. Provide monitors in the Media Center for closed circuit 
viewing of outer-court activities. 

6. Provide photographer's benches of appropriate height at 
courtside for the duration of the Tournament. 
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7. Provide two indoor tables in the Facility restaurant for 
Philip Morris' sole and exclusive use. 

8. Provide courts and locker room facilities for all Philip 
Morris customers and other guests for the duration of the 
Tournament finals weekend. 

9. Provide a player lounge that is subject to approval by 
Philip Morris. At a minimum, the Player Lounge will be 
partitioned from the Facility restaurant and will be attractively 
decorated with trellises and plants. in addition Promoter will 
supply an attendant to supervise and maintain the Player Lounge 
and security to assist Tournament participants and guests as 
requested or as needed for the duration of the Tournament. 

10. Ensure that center court and all outer courts at the 

Facility are clean and in excellent playing condition prior to 
the commencement of Tournament play and any practice. Promoter 
must request and obtain a WTA Official's inspection of the courts 
prior to February 15, 1991 in order to allow time to rectify any 

problems and must, prior to the Tournament, furnish Philip Morris 
with a written statement from the WTA that all courts are in 
satisfactory condition. 

11. Ensure that the areas of the Facility Surrounding the 
courts and that the entrance to the Facility are attractively 
landscaped. 

12. Promoter must plan for, create and maintain for the 
duration of the Tournament, an attractive, neat exhibit area at 

the entrance to the F\:: L:ty. clear, functional information ^ 

o 

4 » 

*-* 
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postings will be provided by Promoter to inform Tournament 
spectators of the locations of courts, ticket windows, amenities 
and other facilities. 

14. Promoter shall provide three private viewing suites to 
Philip Morris. The suites will be divided into attractive areas 
but will consist of one large continuous space. Dividers and 
canopies will be colorful and attractive. The sponsor suites 
will be furnished with attractive plants, flowers and other 
decorations. The suites will be carpeted and adequate tables ani 
chairs will be provided. 

15. Promoter must submit to Philip Morris a written plan 
showing compliance with, or the plan of Promoter to achieve 
compliance with prior to the Tournament, the obligations of 
Promoter to conform the Facility to the various requirements 
listed above. The written plan shall include, but shall not be 
limited to, tent sizes, layout and color schemes, landscaping 
plans, sponsor suite sizes, decoration, color schemes and 
amenities and exhibit area layout. 

16. Provide winners and runners up with trophy, plate or 
cup (singles and doubles). 

17. Create and provide a player information brochure. 


T: \Rob\PM s £.zhibiis \PalmSpr 
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VIRGINIA SLIMS OF FLORIDA 


PRIZE MONEY : $500,000 

LOCATION : Polo Club of Boca Raton 

PROMOTER : Liddun International - George Liddy (Promoter) 

Carrie Cromartie (Vice-president) 
Sharon O'Connor (Director) 

VIRGINIA SLIMS CONTRIBUTION TO PRIZE MONEY ; $ 400.000 

1ST PAYMENT AMOUNT (80%) $ 320.000 Due 7 Davs Prior to Event 
2ND PAYMENT AMOUNT (20%) $ 80.000 Due Final Sunday 

ADVERTISING BUDGET : $ 115.000 Due 2 weeks after approval 

P.O.S. MATERIALS : See P.O.S. Materials List. 

TOURNAMENT MATERIALS : See Tournament Materials List. 

ADVERTISING SCHEDULE : To be submitted by promoter to Manager, 

Virginia Slims Tennis. 

TICKET ALLOCATIONS : Minimum 21 days in advance Coordinator, 

Operations, submits to promoter. 

SALES FORCE CONTACT ; SOPM - Section Office #26. 

TOURNAMENT FACILITIES/SIGNAGE ; See Standard Court Diagram with 

Presenter. 

TICKETS : Overwhelming number of ticket requests. Need more tickets 

(2 additional boxes--total 8 seats-- for Saturday and 
Sunday only). Must be explicit with will-call 

instructions (i.e., ready on day-of, not before). 

TEAR SHEETS : Manager, Operations collects from promoter on-site. 

CHECK PRESENTATION : New York Office or local Sales Force. 

SAMPLING : Yes. 

PRO-SHOP : Yes - booth & merchandise. 

SALES FORCE PARTY: On site in clubhouse. 
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EXHIBIT C 


PROMOTER'S RESPONSIBILITY FOR MEDIA PLAN 
Promoter shall submit to PM a detailed Media Plan including 
Media Schedules in the format attached to this Exhibit C. 

As provided in, and subject to the terms of, Section 3.1 of 
the Agreement, upon approval by PM of the Media Plan, PM shall 
pay to Promoter the Advertising Payment in the amount of 
$115,000.00. 


T:\Rob\PM\Ezhibiis\Florida.ExC 
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EXHIBIT E 


ADDITIONAL TERMS AND CONDITIONS 

The following sets forth the additional Terms and Conditions 
of this Agreement. Failure to comply with any such Terms and 
Conditions shall be considered a material breach of this 
Agreement and shall subject such party to all penalties and 
liabilities set forth in this Agreement. 

Promoter shall take the following actions in addition to 
those required elsewhere in this Agreement: 

1. Take all steps necessary to maintain parking capacity, 
location and availability at the Facility at the level achieved 
for the 1990 Tournament and to ensure that problems such as those 
experienced at the 1939 Tournament do not recur. 

2. Provide shuttle transportation for spectators and the 
Media to and from the outer parking areas. 

3. Provide valet parking for designated guests of Virginia 
Slims in the event VIP parking lots become full. 

4. Take all steps to ensure that additional traffic related 
to non-Tournament functions scheduled at the Polo Club during the 
Tournament or any Tournament related Event does not impede or 
otherwise interfere with Tournament traffic or create any other 
traffic, parking or spectator problems. 

5. Provide for Tournament participant security and provide 
at a minimum three guards to escort Tournament participants 
between tennis courts, the Locker Room and the Media Center. 

Have additional security available at all time to assist players, 
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particularly those who are top-seeded, with escort, 
transportation or other security matters. 

6. Maintain the size of the 1990 Tournament Media Center 
and continue to provide a distinct dining area adjacent to the 
Media Center, with climate control and air conditioning provided 
in both the Media Center and dining area, and adequate private 
portable toilets. 

7. Provide adequate portable toilets for spectators. 

8. Install bleachers on both sides of the outer courts for 
the duration of the Tournament 

9. Provide practice courts that are in addition to those 
provided at the 1990 Tournament. 

10. Ensure that the Player Lounge is available to 
Tournament participants' guests. 

11. Provide substantial meals in the Player Lounge or 
alternatively provide restaurant passes free of charge to 
Tournament participants. 

12. Provide lodging at a hotel other than the Park Place 
Hotel. 

13. Provide a Virginia Slims Office distinct from the 
Transportation Office. 

14. Provide a separate trailer for, or a divided distinct 
area for, each of the Virginia Slims, Kraft General Foods and WTA 
Offices. 

15. Ensure that private hospitality areas at the end of the 
Primary Tournament Court are made fully available to Virginia 
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Slims representatives and guests for the duration of the 
Tournament. 

16. Provide photographer's benches of appropriate height at 
courtside for the duration of the Tournament. 

17. Provide ushers for the media section capable of 
ensuring that security and spectator control of that section is 
fully achieved. 

18. Provide a raised viewing platform for use by local 
media for the duration of the Tournament. 

19. Provide winners and runners up with trophy, plate or 
cup (singles and doubles). 

20. Create and provide a player information brochure. 

T: 'Jiob \PM {Exhibits \Flonda 
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TO: 


Sharon O'Connor 


DATE: 


February 20, 1991 


FROM: 

SUBJECT: 




Anne K. Persoj^y 
Miscellaneous Details/VS of Florida 


As you know, Annalee Thurston will be the on-site VS rep at the VS of 
Florida. Just to summarize our many phone conversations over the 
past few months: 


o Evian will sponsor qualifying weekend. 

o Pre-tournament restaurant promotions taking place at Toojays. 
Pizzeria Uno's and Fridays. 

o Annalee will receive 40 programs for customer weekend guests by 
Wednesday, March 16. 

o VS and Liddun will split cost of 150 sweatshirts for 
volunteers. 

o Customer weekend - four courts reserved for Saturday and 
Sunday, 9:00am - 12:00noon. Annalee is handling all other 
details directly with Jean Mills (breakfast, ballpersons, etc.) 

o Please confirm that we have eight extra box seats for Saturday 
and Sunday (send invoice to Deane Weissman) and that VS office 
set-up will be same as last year. 

see you soon (somehow!) & best of luck with the tournament! 

cc: Deane Weissman 

Ina Broeman 

Annalee Thurston 

Nancy Zimbalist 
'Shari Barman 


-O 

-o 
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VIRGINIA SLIMS OF HOUSTON 


PRIZE MONEY : $350,000 
LOCATION : Westside Tennis Club 
PROMOTER : Barbara Perry 

VIRGINIA SLIMS CONTRIBUTION TO PRIZE MONEY : $ 280.000 

1ST PAYMENT AMOUNT [8011 $ 224.000 Due 30 Davs Prior to Event 
2ND PAYMENT AMOUNT (20%1 $ 56.000 Due Final Sunday 

ADVE RTISING BUDGET ; $ 85,000 Due 2 weeks after approval 

P.O.S. MATERIALS : See P.O.S. Materials List. 

TOURNAMENT MATERIALS : See Tournament Materials List. 

ADVER TISING SCHEDULE : To be submitted by promoter to Manager, 

Virginia Slims Tennis. 

TICKET ALLOCATIONS : Minimum 21 days in advance Coordinator, 

Operations, submits to promoter. 

SALES FORCE CONTACT : SOPM - Section Office #36. 

TOURNAMENT FACILITIES/SIGNAGE ; See Standard Court Diagram with 

Presenter. 

TICKETS : Ensure that Virginia Slims seats are not obstructed by 

light poles in advance. 

TEAR SHEETS : Manager, Operations collects from promoter on-site. 

CHECK PRESENTATION : New York Office or local Sales Force. 

SAMPLING : Yes. 

PRO-SHOP : Yes - booth & merchandise. 

SALES FORCE PARTY: VIP Tent. 
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EXHIBIT C 


PROMOTER'S RESPONSIBILITY FOR MEDIA PLAN 
Promoter shall submit to PM a detailed Media Plan including 
Media Schedules in the format attached to this Exhibit C. 

As provided in, and subject to the terms of, Section 3.1 of 
the Agreement, upon approval by PM of the Media Plan, PM shall 
pay to Promoter the Advertising Payment in the amount of 
$85,000.00. 


T: \Rob 1 PM \Exhibits \Hoitston. Ex C 
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EXHIBIT E 


ADDITIONAL TERMS AND CONDITIONS 

The following sets forth the additional Terms and Conditions 
of this Agreement. Failure to comply with any such Terms and 
Conditions shall be considered a material breach of this 
Agreement and shall subject such party to all penalties and 
liabilities set forth in this Agreement. 

Promoter shall take the following actions in addition to 
those required elsewhere in this Agreement: 

1. Improve stadium lighting to ensure compliance with wta 
and WIPTC rules and regulations and any contractual obligations. 

2. Provide consistent decor for all tents and booths. 

3. Continue to provide adequate private hospitality areas 
in addition to the courtside Club. 

4. Work closely with the West Side Tennis Club to better 
maintain outer courts and the stadium court on a year-round 
basis. 

5. Provide adequate meals for all Tournament participants 
and one guest each for the duration of the Tournament. 

6. Combine Player and Media Dining areas. Provide lattice, 
pipe and draping, plants, carpeting and artwork to make the 
combined area attractive. 

7. Submit to Philip Morris at its New York headquarters 
prior to March 14, 1991 a copy of all proposed menus for meals 
and other food to be provided in connection with the Tournament. 

8. Provide six media seats in the North Skyview box. 

9. Build an additional tower for the media. 
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10. Provide photographer's benches of appropriate height .at 
courtside for the duration of the Tournament. 

11. Provide complimentary food and beverages for Tournament 
participants at the "Meet the Players" party scheduled to take 
place prior to commencement of the Tournament. 

12. Ensure that the officials for Tournament matches are 

sufficiently experienced to officiate a first-class women's 
professional tennis Tournament and pay such officials 
compensation commensurate with that level of experience. 
Additional officials be available to fill unexpected 

requirements as needed. 

13. Provide boxholder parking at no extra charge in the 
event of inclement weather during the Tournament. 

14. Provide winners and runners up with trophy, plate or 
cup (singles and doubles). 

15. Create and provide a player information brochure. 


T: l Rob\PM\Ezhibits 1 Houston 
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VIRGINIA SLIMS OF ALBUQUERQUE 


PRIZE MONEY : $150,000 

LOCATION : Albuquerque Tennis Complex 

PROMOTER : Trish Faulkner (Promoter) 

VIRGINIA SLIMS CONTRIBUTION TO PRIZE MONEY : $ 120.000 

1ST PAYMENT AMOUNT (80%) $ 96.000 Due 7 Davs Prior to Event 
2ND PAYMENT AMOUNT (20%^ $ 24.000 Due Final Sunday 

ADVERTISIN G BUDGET : $ 25,000 Due 2 weeks after approval 

P.O.S. MATERIALS : See P.O.S. Materials List. 

TOURNA MENT MATERIALS : See Tournament Materials List. 

ADVERTISING SCHEDULE: To be submitted by promoter to Manager, 

Virginia Slims Tennis. 

TICKET ALLOCATIONS : Minimum 21 days in advance Coordinator, 

Operations, submits to promoter. 

SALES FORCE CONTACT : SOPM Sec.54. 

TOURNAMENT FACILITIES/SIGNAGE : See Standard Court Diagram with 

Presenter. 

TICKETS : Manager, Operations/Public Relations Director handles 

distribution. 

TEAR SHEETS : Manager, Operations collects from promoter on-site. 

CHECK PRESENTATION : Local Sales Force. 

SAMPLING : Yes. 

PRO-SHOP : Yes - booth & merchandise. 

SALES FORCE PARTY: TBA. 



Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 


^00 



VIRGINIA SLIMS OF LOS ANGELES 


PRIZE MONEY : $350,000 

LOCATION : Manhattan Country Club 

PROMOTER : Jerry Diamond (Promoter) 

Jan Diamond (Director) 

VIRGINIA SLIMS CONTRIBUTION TO PRIZE MONEY : $ 280.000 

1ST PAYMENT AMOUNT (80%^ $ 224.000 Due 7 Davs Prior to Event 
2ND PAYMENT AMOUNT (20%1 $ 56.000 Due Final Sunday 

ADVERTISING BUDGET : $ 120 .000 Due 2 weeks after approval 

P.O.S. MATERIALS : See P.O.S. Materials List. 

TOURNAMENT MATERIALS : See Tournament Materials List. 

ADVERTISING SCHEDULE : To be submitted by promoter to Manager, 

Virginia Slims Tennis. 

TICKET ALLOCATIONS : Minimum 21 days in advance Coordinator, 

Operations, submits to promoter. 

SALES FORCE CONTACT : SOPM - Section Office #55. 

TOURNAMENT FACILITIES/SIGNAGE : See Standard Court Diagram with 

Presenter. 

TICKETS : Order 2 additional boxes of four for week-end. Watch 

closely for locations of contractual seats. Also, order 
balcony table of four seats 6 months in advance. 

Corporate Affairs also buys a table. 

TEAR SHEETS : Manager, Operations collects from promoter on-site. 

CHECK PRESENTATION : Manager, Operations coordinates with promoter 

and Sales Force Contact. 

SAMPLING : Yes. 

PRO-SHOP : Yes. 

SALES FORCE PARTY : On-site poolside brunch. 
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VIRGINIA SLIMS OF WASHINGTON 


PRIZE MONEY : $350,000 


LOCATION : William H.G. Fitzgerald Tennis Center 

PROMOTER: ProServ — Josh Ripple (Promoter) 

Jeanne Ford (Manager) 

VIRGINIA SLIMS CONTRIBUTION TO PRIZE MONEY : $ 280.000 

1ST PAYMENT AMOUNT (80%) $ 224.000 Due 7 Davs Prior to Event 
2nd PAYMENT AMOUNT (20%) $ 56.000 Due Final Sunday 

ADVERTISI NG BUDGET : $ 100,000 Due 2 weeks after approval 

P.O.S. MATERIALS : See P.O.S. Materials List. 


TOURNAMENT M ATERIALS : See Tournament Materials List. - Named 

Events. 


ADVER TISING SCHEDULE : To be submitted by promoter to Manager, 

Virginia Slims Tennis. 

TICKET ALL OCATIONS : Minimum 21 days in advance Coordinator, 

Operations, submits to promoter. 

SALES FORCE CONTACT : Section #21, SOPM. 

TOURNAMENT FACILITIES/SIGNAGE : See Standard Diagram with 

presenter. 

TICKETS : Manager, Operations distributes. 

Monitor locations carefully and in advance. 


TEAR SHEETS: Manager, Operations collects from promoter on-site. 

CHECK_PRESENTATION: Manager, Operations coordinates with promoter 

and Sales Force contact. 


SAMPLING : Yes. 

PRO-SHOP : Yes, with booth. 

SALES FORCE PART¥ : On-site in hospitality tent. 
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VIRGINIA SLIMS OF CALIFORNIA 


PRIZE MONEY : $350,000 

LOCATION : Oakland Coliseum 

PROMOTER : IMG - Eric van Dillen (Promoter) 

Peter Tatum (Director) 

VIRGINIA SLIMS CONTRIBUTION TO PRIZE MONEY : $ 280.000 

1ST PAYMENT AMOUNT (80%) $ 224,000 Due 7 Davs Prior to Event 
2ND PAYMENT AMOUNT (20%) $ 56,000 Due Final Sunday 

ADVERTISING BUDGET : $ 110.000 Due 2 weeks after approval 

P.O.S. MATERIALS; See P.O.S. Materials List. Tournament uses 

Virginia Slims poster only. They print their 
own counter card, brochure and drawsheet. 


TOURNAMENT MATERIALS : See Tournament Materials List. - Named 

Events. 


ADVERTISING SCHEDULE : To be submitted by promoter to Manager, 

Virginia Slims Tennis. 

TICKET ALLOCATIONS : Minimum 21 days in advance Coordinator, 

Operations, submits to promoter. 

SALES FORCE CONTACT ; Section #53, SOPM. 

TOURNAMENT FACILITIES/SIGNAGE : See Standard Diagram with presenter. 
TICKETS : Manager, Operations distributes. 


TEAR SHEET : Manager, Operations collects from promoter on-site. 

CHECK PRESENTATION : Manager, Operations coordinates with promoter 

and Sales Force contact. 


SAMPLING: Yes. 


PRO-SHOP : Yes, with booth. 
SALES FORCE PARTY: On-site. 
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VIRGINIA SLIMS OF NASHVILLE 


PRIZE MONEY : $150,000 

LOCATION : Maryland Farms Country Club 

PROMOTER : ISM - Jays Hans/David Lieberman (Promoter) 

Sandy Towers (Tournament Manager) 

VIRGINIA SLIMS CONTRIBUTION TO PRIZE MONEY : $ 120.000 

1ST P AYMENT AMOUNT (80%) $ 96,000 Due 7 Davs Prior to Event 
2ND PAYMENT AMOUNT (20%) $ 24.000 Due Final Sunday 

ADVE RTISING BUDGET ! $ 25.000 Due 2 weeks after approval 

P.O.S. MATERIALS : See P.O.S. Materials List. 

TOURNAMENT MATERIALS : See Tournament Materials List. 

ADVERTISING SCHEDULE; To be submitted by promoter to Manager 

Virginia Slims Tennis. 

TICKE T ALLOCATIONS : Minimum 21 days in advance Coordinator 

Operations, submits to promoter. 

SALES FORCE CONTACT : SOPM-Section Office #31. 

TOURNAMENT FACIL ITIES/SIGNAGE : See Standard Court Diagram. 

TICKETS: No problem (allocate majority to Sales Force). 

_SHEETS: Public Relations Director collects from promoter on 

site. 

CHECK PRESENTATION : Local Sales Force. 

SAMPLING : Yes. 

PRO-SHOP : Yes - booth & merchandise. 

SALES FORCE PARTY : Yes on site. 
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VIRGINIA SLIMS OF PHILADELPHIA 


PRIZE MONEY : $350,000 

LOCATION : Philadelphia Civic Center 

PROMOTER : IMG - Barbara Perry 

VIRGINIA SLIMS CONTRIBUTION TO PRIZE MONEY : $ 280,000 

1ST P AYMENT AMOUNT (80%) $ 224,000 Due 7 Davs Prior to Event 
2ND PAYMENT AMOUNT (20%) $ 56.000 Due Final Sunday 

M)VERTISING BUDGET: $ 120 *000 Due 2 weeks after approval 


? - Q» MATERIALS : See P.O.S. Materials List. 

TOURNAMENT MATERIALS : See Tournament Materials List. 

ADVERTISI NG SCHEDULE : To be submitted by promoter to Manager, 

Virginia Slims Tennis. 

TICKE T ALLOCATIONS : Minimum 21 days in advance Coordinator, 

Operations, submits to promoter. 

SALES FORCE CONTACT : TBA. 

TOURNAMENT FACILITIES/SIGNAGE : See Standard Court Diagram with 

Presenter. 

TICKETS : Manager, Operations distributes. 

TEAR SHEETS: Manager, Operations collects from promoter on-site. 

CHECK_PRESE NTATION : Manager, Operations coordinates with promoter 

and Sales Force contact. 

SAMPLING : Yes. 

PRO-SHOP : Yes - booth & merchandise. 

SALES FORCE PARTY : TBA. 
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CONTRACTUAL OBLIGATIONS FOR NON-NAMED EVENTS 
(Acc ording to 1991 Rules and Regulations! ^ 


1. Tobacco products exclusivity. 

2. Right of first opportunity for beer sponsorship. 

3. All press releases when referring to the bonus pool, the 
rankings and/or bonus pool standings, must refer to them 
as the "Virginia Slims Rankings", the"Virginia Slims 
Bonus Pool" or the Virginia Slims Bonus Pool Standings". 

4. "Virginia Slims Rankings" and Virginia Slims Bonus Pool" 
must be referenced on the Kraft General Foods leaderboard 
which is to be placed at a prominent position on-site. 

5. The right to produce and distribute press releases about 
or relating to the Tour. 

6. The right to visualize and promote logos and symbols on 
press releases and leaderboard and on any additional 
commercial identification negotiated with individual Tour 
tournaments (United States only). 

7. With the agreement of the related tournament, right to 
distribute posters, banners, brochures and other similar 
consumer-related "give-away" items only to spectators 
attending Tour events within the United States. 

8. Operations space and press room space at each Tour event 
free of charge in the United States , to be shared with 
Kraft General Foods. 

Space in the press room for Slimstat. 

Outlets for at least two telephone and fax lines in 
operations and press room spaces. 

Virginia Slims will reimburse the tournament for any 
costs and expenses associated with structural and 
decorative supplies. 

In Europe and the Rest of the World , space in the press 
room will be shared with Kraft General Foods. 

9. The right to negotiate with individual tournaments in the 
United States for additional commercial benefits. 
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CONTRACTUAL OBLIGATIONS FOR NON-MAMED EVENTS 

(page two) 


10. In the United States , receive at least two complete sets 
of press credentials and two complete sets of operations 
passes. 

Outside of the United States , receive at least two 
complete sets of press credentials and two VIP passes. 

11. The right to purchase ten priority seats. 
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CREDENTIA L REQUESTS 


(All requests made by 
noted) 


TOURNAMENT 


Australian Open 


Lipton International 
Players Championships 


French Open 


Wimbledon 


United States Open 


Program Administrator except where otherwise 


REQUEST DATE 


CONTACT 


November 1 


Tony Peek 
Tennis Australia 
Private Bag 6060 
Richmond South, 
Victoria 3121 
Australia 


February 15 


Brook Wallace 
Lipton International 
Players Championships 
444 Brickell Avenue 
Suite 250 
Miami, FL 33131 


March 15 


Patrice Clerc 
Federation Francaise 
de Tennis 

Stade Roland Garros 2 
Avenue Gordon Bennett 
75016 Paris, France 
(Manager, Operations, 
arranges w/KGF's 
assistance) 


March 31 


Christopher J. Gorringe 
The All England Lawn 
Tennis & Croquet Club 
Church Road 
Wimbledon, SW19 5AE 
England 


July 15 


United States Tennis 
Association 
1212 Avenue of the 
Americas 

New York, NY 10036 
Public Relations: 

Ed Fabricius 
Staff: Marshall 
Happer 
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PLATINUM SPONSORSHIP AGREEMENT FOR THE 1991 
LIPTON INTERNATIONAL PLAYERS CHAMPIONSHIPS 


This shall constitute a Platinum Sponsorship Agreement between 
Virginia Slims ("Sponsor") and Lipton Sports, Inc. 

(LSI) with regard to the 1991 Lipton International Players 
Championships ("Tournament") to be held March 15 through March 24, 
on Key Biscayne, Florida. 


1. SPONSOR'S RIGHTS. Sponsor will be designated as "The 
Official Cigarette of the Tournament". Sponsor may include this 
designation in connection with advertising and promotions during 
the term of this Agreement, subject to the other provision 
contained in this Agreement. 

2. SPONSOR'S BENEFITS. LSI agrees, subject to the provisions 
of this Agreement, to provide or do the following for the Sponsor's 
benefit: 


A) SPONSOR IDENTIFICATION 

1) Two (2) on-court signs bearing 
the Sponsor's corporate 
identification positioned on the 
sidewalls of the Stadium Court. 

2) Signage bearing Sponsor's 
corporate identification positioned 
on the top of the East and West 
Stands of Court One. 

3) Regular announcements on the 
Electronic Scoreboards throughout 
the Tournament Site regarding 
Sponsor's affiliation. 

4) Recognition on the Sponsor Board, 
prominently located on the 
Tournament grounds. 

5) Corporate identification on 
Sponsor's Courtside Boxes. 


biptoptSpiSpuitaclnv. 
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Platinum Sponsor Agreement 


B) ADVERTISING 

1) Two (2) full-page, four color 
advertisements in the Official 
Tournament Program. 

2) Acknowledgement in the Official 
Tournament Program as a Platinum 
Sponsor. 

3) The right to incorporate Sponsor 
affiliation with the Tournament in 
advertising programs and promotions 
for the duration of the Sponsor 
contract. 

4) Sponsor agrees to sponsor a 
special Street Match to be played in 
Downtown Miami immediately prior to 
the Tournament. LSI is responsible 
for the costs of staging the event. 


C) TOURNAMENT PROGRAMS 

1) Fifty (50) Official Tournament 
Programs. 


D) COURTSIDE BOXES, TICKETS AND PASSES 

1) Sixteen (16) Courtside Box Seats 
for all sessions. 

2) Access to the Sponsor Seating 
Area on Court One for guests holding 
Sponsor's Courtside Boxseat Tickets. 

3) Sixteen (16) Inner Circle 
reserved seat tickets for all 
sessions. 

4) Fifty (50) reserved seats for the 
Platinum Sponsor Promotional 
Session. 
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3 

Platinum Sponsor Agreement 

5) A fifty percent (50%) reduction 
on additional reserved seat tickets 
for the Platinum Sponsor Promotional 
Session (Limited availability). 

6) Two (2) VIP on-site parking 
passes. 

7) Sixteen (16) VIP parking passes 
for Parking Lot #3, Crandon Park. 

E) SPONSOR PROMOTIONS 

1) The use of one (1) ten foot by 
ten foot (10'xlO 1 ) Display Booth on 
the Tournament grounds to display 
products and distribute collateral 
materials. Any additional costs 
related to the decoration and 
operation of the Display Booth will 
be borne by the Sponsor. 

2) The use of the Official 
Tournament Gazebo during the Sponsor 
Promotional Session. Any additional 
costs related to the decoration and 
operation of the Gazebo will be 
borne by Sponsor. 

3) The right to provide products 
and/or services to players, press 
and other Tournament VIPs. 

4) Professional staff assistance in 
designing promotions and creating 
Tournament related marketing 
programs. 

F) CLIENT ENTERTAINMENT 

1) One (1) first class, complete 
Hospitality function, to be paid for 
by the Tournament, for up to forty 
(40) persons. This function may be 
held from March 15 through March 22 
(Sessions 1-16). Any additional 
costs above the standard menu and 
decorations package will be borne by 
the Sponsor. Additional guests or 
functions may be added at a special 
sponsor rate. 
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Platinum Sponsor Agreement 

2) Tennis Clinic for 16 Sponsor 
guests conducted by a well known 
tennis celebrity. 

G) VIP SERVICES AND CLOTHING 

1) Access to and use of the Sponsor 
Pavilion, a lounge and sponsor 
business center, complete with 
telephones, copier, facsimile and 
message center. 

2) Assistance from a professional 
staff Sponsor Coordinator to assist 
Sponsor and guests. 

3) Assistance in arranging food, 
beverage and entertainment for the 
social function (s) of the Sponsor's 
choice. 

4) Four (4) warmups with the 
Tournament logo and identification 
as a Sponsor. 


H) SPONSOR ENTERTAINMENT 

1) Invitations for four (4) persons 
to attend "LIPTON AT THE OPEN", to 
be held in Miami at the 
International Tennis Center during 
the U.S. Open. 

2) An invitation for one (1) person 
to participate with ATP and WITA 
Tour Professionals in the Sponsor 
Cup Pro-Am to be held immediately 
prior to the Tournament. Invitation 
to the Sponsor Cup Pro-Am awards 
presentation and barbecue for 
sponsor participant and guest. 

3) Guests holding Sponsor's 
Courtside Boxseat tickets will be 
granted access to the Center Court 
Marquee, a private a la carte 
restaurant for Sponsor, Patrons and 
Boxholders, serving lunch and 
dinner. 
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Platinum Sponsor Agreement 

4) Invitations for sixteen (16) 
persons to attend the annual 
Celebration Party. 


3. ADVERTISING APPROVALS. Sponsor agrees that any 
advertising and promotional uses by it of the sponsorship rights 
herein granted or the Tournament name or logo will be subject to 
the prior approval of LSI. Sponsor agrees to protect, indemnify 
and hold harmless LSI and the Tournament from any and all 
expenses, damages, judgements, claims, suits, actions, and costs 
whatsoever arising out of or in any way connected with (i) any 
advertising materials furnished by or on behalf of Sponsor (ii) any 
promotional uses by Sponsor of the sponsorship rights herein 
granted or (iii) any uses by Sponsor of the tournament name or 
logo. Sponsor will exactly duplicate the logo as it appears in the 
official stats and will at all times set forth the name of the 
Presenting Sponsor. All permitted uses of the Tournament name 
and/or logo shall be accompanied by an appropriate trademark notice 
and such use will be consistent with the high standards of quality 
and goodwill associated with the Tournament. 

4. PRODUCTS AND SERVICES. Sponsor shall be permitted to 
advertise, sell or promote only those products or services as may 
be agreed to by LSI and only for as long as Sponsor complies with 
all of its obligations and other conditions hereof. 

5. COMPENSATION. In consideration of the Tournament 
sponsorship rights herein, Sponsor agrees to pay to LSI the sum of 
Eighty thousand dollars ($80,000.00), Forty thousand dollars 
($40,000.00) will be payable upon the execution of this Agreement 
and the balance of Forty thousand dollars ($40,000.00) on or before 
January 1, 1991. 

6. TERM. The term of this agreement shall commence on the 
date executed by both Sponsor and LSI and will terminate at the 
conclusion of the Tournament. The termination of this Agreement 
shall not discharge Sponsor from any unfulfilled obligation arising 
prior to the effective date of the termination, specifically to 
include any goods or services to be provided to LSI by the Sponsor 
that have not been received or used by LSI. 

7. NOTICES. All notices required or permitted to be given 
hereunder by either party shall be deemed to be properly given if 
delivered in person or sent by telegram, overnight mail delivery or 
by registered mail/return receipt requested, postage prepaid to LSI 
or Sponsor at their respective addresses set forth in this 
Agreement. 
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Platinum Sponsor Agreement 

8. RESERVATION OF RIGHTS. All rights not herein 
specifically granted to Sponsor shall be and remain the property of 
LSI to use in any manner that LSI deems appropriate. 

9. JOINT VENTURE. This Agreement does not constitute 
and shall not be construed as constituting a partnership or joint 
venture between Sponsor and LSI. Neither party shall have any right 
to obligate or bind the other party in any manner whatsoever except 
as provided herein. 

10. GOVERNING LAW. This Agreement shall be construed and 
governed in accordance with the laws of the State of Florida. Venue 
shall be in Dade County, Florida. 

11. EXECUTION AND DELIVERY REQUIRED. This instrument 
shall not be considered to be an agreement or contract nor shall it 
create any obligation whatsoever on the part of LSI or Sponsor, or 
either of them, unless or until it has been signed by duly 
authorized representatives of both LSI and Sponsor and delivery has 
been made of a fully signed original. 

12. ENTIRE AGREEMENT. This Agreement constitutes the 
entire Agreement between Sponsor and LSI with respect to the 
subject matter hereof and supersedes all prior agreements whether 
written or verbal. No change, modification, termination or 
discharge of this Agreement shall be valid or enforceable against 
either of the parties hereto unless it is in writing and signed by 
both Sponsor and LSI. 

13. ATTORNEYS FEES. In the event that LSI commences 
litigation or retains counsel to enforce the terms of this 
Agreement, LSI shall be entitled to recover its attorney's fees 
incurred in pre-trial proceedings, court proceedings, and those 
incurred on appeal together with all of such counsel's costs and 
disbursements. 

14. LIMITATION OF ACTION. In the event of the breach of 
any of the terms of this agreement by LSI, Sponsor agrees that 
Sponsor's sole remedy shall be an action for monetary damages 
exclusive of consequential damages. 

15. EVENTS OF INTERRUPTION. The obligations of Sponsor 
under this Agreement will not be affected by weather or climatic 
conditions, or the occurrence of casualties, strikes or acts of God 
which result in the canceling of any session or suspending of the 
Tournament unless LSI specifically consents thereto. In the event 
that the Tournament is delayed or rescheduled, Sponsor's rights and 
obligations hereunder will be suspended until and extended to the 
Tournament as so rescheduled. 
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Platinum Sponsor Agreement 


16. INDEMNIFICATION. Sponsor agrees to indemnify and 
hold LSI harmless from any claim, liability or obligation 
whatsoever relating to any obligations to be performed or of any 
acts of or failure to act by any employee, agent or invitee's of 
Sponsor in connection with this Agreement. 

17. COMPLIANCE WITH APPLICABLE LAWS. Sponsor agrees that 
it will perform its obligations under this Agreement in accordance 
with all applicable laws and regulations and that it will indemnify 
and hold LSI harmless for any failure by it or its agents, 
employees or invitee's to comply therewith. 

18. LICENSES AND PERMITS. Sponsor shall at its own cost 
and expense, apply for and secure any and all permits and/or 
licenses which may be necessary for the performance of its 
obligations under this Agreement. 

19. ASSIGNABILITY. Sponsor's benefits, rights and 
obligations under this Agreement are not assignable without the 
prior written consent of LSI, which LSI may withhold in its sole 
discretion. 


20. BINDING EFFECT. This Agreement shall be binding upon 
and shall inure to the benefits of the parties hereto, their heirs, 
successors, executors and assigns. 

21. INVALIDITY OF PROVISION. If any provision of this 
Agreement is held to be invalid, it shall not have the effect of 
invalidating any other provision of this Agreement each of which 
shall nevertheless remain binding and effective between the parties 
hereto. 


22. DEFAULT. In the event that Sponsor fails to perform 
any of its obligations under this Agreement, LSI, at its election, 
may immediately terminate this Agreement and all of Sponsor's 
rights and benefits hereunder. LSI will have the right to pursue 
all of its rights and remedies at law and in equity against Sponsor 
for damages resulting from Sponsor's default hereunder. 

23. RIGHT TO RENEW. Sponsor will have the first 
opportunity to negotiate for the 1992 Tournament for a period of 
thirty (30) days after the 1991 Tournament. 
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Platinum Sponsor Agreement 


24. GENERAL CONDITIONS. Sponsor agrees to abide by the 
following General Conditions relating to its use of Sponsor's 
rights and benefits hereunder: 

(a) Submit to LSI for approval, the design 
and/or layout of Sponsor's marquee, booth or 
other space including signage, materials, 
decor, furnishings and equipment, all of which 
shall be supplied at Sponsor's sole cost and 
expense. 

(b) Be responsible for the conduct, dress and 
appearance of its employees or agents and 
agrees that they will maintain the high level 
of quality and taste required by the 
Tournament. 


(c) Sponsor agrees that its employees or 
agents must have the appropriate security 
badge to enter the tournament grounds and that 
the Tournament may refuse to issue or may 
revoke a badge at its sole discretion. 

(d) Sponsor shall man or operate its marquee, 
booth or other space at all times the 
tournament grounds are open to the public 
unless otherwise provided. 

(e) Maintain its space in a clean, neat and 
orderly fashion and deposit any trash or waste 
in the containers designated by the 
Tournament. 

(f) Sponsor shall furnish a certificate of 
insurance coverage of at least $1,000,000 
naming Tournament and LSI as additional 
insured thereunder. 

(g) Sponsor agrees that the Tournament will 
not be responsible for loss, damage or theft 
of any equipment, materials or other Sponsor 
property while located on the tournament 
grounds. 
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Platinum Sponsor Agreement 


EXECUTED ON BEHALF OF LIPTON SPORTS, 


Gerald B. Boycks 
Vice President 
Lipton Sports, Inc. 



(Title and Company) 


INC.: 


DATE: 


DATE: 
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PHILIP MORRIS 

INCORPORATED 

120 PARK AVENUE, NEW YORK, N.Y. 10017-5592 • TELEPHONE (212) 880-5000 


March 7, 1991 


Mr. Gerald B. Boycks 
Vice President 
The Lipton 
The Alhambra 

Two Alhambra Plaza, Suite 611 
Coral Gables, Florida 33134 

1991 Lipton International Play ers cham pionships 

Dear Mr. Boycks: 

This letter amends the agreement between Lipton Sports Inc. 
("LSI") and Philip Morris Incorporated ("Sponsor") regarding the 
1991 Lipton International Players Championships (the 
"Tournament"). 

The Agreement is hereby amended to include the following 
additional terms: 

A. Services . In connection with the Tournament, Sponsor 
will hold a tennis street clinic (the "Clinic") in Miami on March 
12, 1991, on Flagler Street near the Courthouse (the "Location"). 
In connection with the Clinic, LSI will: 

1. Supply, transport, set up, disassemble and remove 
all equipment required for and in connection with the Clinic 
including, but not limited to, the following: 

a. The "tennis court" for the Clinic that will 
include, but not be limited to, thick white adhesive tape to out¬ 
line a tennis court that is as close to regulation size as 
practicable directly onto the street and a net with stanchions. 

b. Bleachers that will seat not less than 2,000 

persons. 

c. A blocked-off secure area for celebrity 
participants in the Clinic to respond to audience questions and 
sign autographs. 

d. An umpire's chair. 


MARLBORO BENSON A HEDGES MERIT VIRGINIA SLIMS PARLIAMENT LIGHTS PLAYERS SARATOGA CAMBRIDGE ALPINE MULTIPILTER 
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Mr. Gerald B. Boycks 
March 7, 1991 
Page 2 


e. High quality tennis balls in sufficient 
quantity to conduct the Clinic. 

f. Blockades to keep spectators back from the 
court area on all four sides. 

g. Ball hoppers or shopping carts to hold the 
tennis balls during the Clinic. 

h. Sufficient high quality racquets to promote 
maximum audience participation. 

i. A microphone, a public address system and 
body mikes for participants with sufficient power to address the 
anticipated audience and the necessary power supply to permit 
full operation of such equipment. 

j. Chairs, drinks and drink coolers. 

k. Three hundred feet of windscreen for the 

court area. 

l. Three helium tanks and balloon clips (Philip 
Morris to supply balloons). 

m. Red carpeting to be placed leading up to 

tennis area. 

n. Flag poles for Sponsor supplied flags. 

2. Provide a continental breakfast for twenty persons 
preceding the Clinic on March 12. 

3. Provide adequate parking permits for all Sponsor 
representatives and guests. 

4. Supply an adequate operations staff and proper 
security to ensure that the Clinic functions in a timely, orderly 
and safe fashion. Provide adequate security for, among other 
things, crowd control and player security. 

5. Retain and compensate Pantin Partnership 
("Pantin") to carry out all publicity-related functions in 
connection with the Clinic. Pantin's responsibilities should 
include but not be limited to: 
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Mr. Gerald B. Boycks 
March 7, 1991 
Page 3 


a. Issuing press releases and media alerts and 
distributing flyers promoting the Clinic. 

b. Coordinating media relations, crews and 

interviews. 

6. Direct Pantin to be responsible and responsive to 
Philip Morris. 


7. Secure all necessary permits and/or approvals to 
conduct the Clinic at the Location. 

8. Secure and confirm participation in the Clinic of 
media representatives, the Metro Dade County Manager and the 
Mayor of Miami or a person of substantially similar stature. 

9. Supply, train and supervise eight ballpersons to 
work during the Clinic. 

10. Supply Tournament limousines with drivers to 
transport the professional players and designated Virginia Slims 
representatives and guests involved with the Clinic to and from 
the Location. 


11. Cooperate with Sponsor in all other aspects of the 
Clinic to ensure that the Clinic functions in a timely, orderly 
and safe fashion. 

12. Cooperate with Sponsor's clinic-related promotion¬ 
al efforts including, but not limited to, ensuring that the 
operations staff and security supplied by LSI wear the clothing 
provided by Sponsor, allowing Sponsor to place signage on the 
equipment supplied by LSI, and using its best efforts to promote 
the Clinic in all Tournament calendars, promotions, activities 
and advertising prior to the Clinic. 

B. Costs and Expenses . LSI will be responsible for all 
costs and expenses incurred in connection with its services. 
Philip Morris will be responsible for costs incurred in securing 
player participation. 

C. Insurance . Upon execution of this Agreement, LSI will 
provide Sponsor with original certificates of insurance 
evidencing coverage for (1) comprehensive general liability 
including spectator, participant, advertiser and contractual 
liability, with limits of no less than $1,000,000 combined single 
limit for bodily injury, including personal injury, and property 
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Mr. Gerald B. Boycks 
March 7, 1991 
Page 4 


damage? (2) comprehensive automobile liability, including all 
owned, non-owned and hired vehicles, with limits of no less than 
$1,000,000 combined single limit; (3) statutory workers' 
compensation coverage meeting all state and local requirements? 
and (4) employer's liability with limits of no less than 
$500,000. The insurance certificates required by subparagraphs 
(1) and (2) must name Sponsor, its affiliates, employees and 
assigns as additional insureds and must state that Sponsor will 
be provided at least thirty days' advance, written notice of a 
cancellation or modification of the insurance. 

D. Indemnification . LSI shall indemnify and hold harmless 
Sponsor and its subsidiaries and their officers, employees, 
directors and agents from any and all claims, actions, 
liabilities, costs and expenses (including reasonable attorney's 
fees) arising from or relating to LSI's performance of or failure 
to perform any of its obligations under this agreement. 

Sponsor shall indemnify and hold harmless LSI and its 
officers, employees, directors and agents from any and all 
claims, actions, liabilities, costs and expenses (including 
reasonable attorney's fees) arising from or relating to Philip 
Morris' performance or failure to perform under this Agreement. 

This right to indemnification will survive the termination 
of the Agreement. 

E. Sampling at the Tournament . LSI agrees that Sponsor 
will be permitted to distribute samples of its tobacco products 
throughout the Tournament site during a three-day period during 
the Tournament to be chosen by Sponsor and which is presently 
anticipated to be March 20, 21 and 22. 

If the foregoing accurately sets forth the additional terms 
to the Agreement, please sign the enclosed copy of this letter 
and return it to me whereupon this letter will constitute 
Amendment No. 1 to the Agreement. 


PHILIP MORRIS INCORPORATED 


By: 

Its: 
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Mr. Gerald B. Boycks 
March 7, 1991 
Page 5 


AGREED TO AND ACCEPTED BY: 
LIPTON SPORTS INC. 


By: 

Its: 


T: l Rob \PM \MiscAgrm ''Upton . Amd 
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HOSPITALITY CHECKLIST 


MATERIALS 


• 

Ashtrays 

• 

Photoholders 

• 

Matches 

• 

Clothing for Staff 

• 

Cocktail Napkins 

• 

Appropriate Signage 

• 

Cold Cups 

• 

Cigarette Samples 

• 

Hot Cups 



BRAND PRODUCTS (PACKAGED) 



• 

Miller Regular 

• 

Miller Lite 


Miller Draft 

• 

Lowenbrau 


Crystal Light 

* 

Sanka 


Maxwell House 

• 

Yuban 


Post Cereals 

• 

General Foods International Coffees 


Entemanns Cakes 

• 

Oscar Mayer Meats 


Country Time Lemonade 


Claussen Pickles 


Louis Rich Turkeys 

• 

Cafe Hag 


Jell-O 

* 

Birdseye Vegetables 


Kool Aid 

• 

Tang 


Hollywood Gum 

• 

Hostess Snack Foods 


Gevalia Coffee 

• 

Kenco Coffee 


Saimae Coffee 

• 

Krema Candies 


Log Cabin Syrup 

• 

Ronzoni 


Brim Coffee 

m 

Stove Top Stuffing 


Minute Rice 

• 

Kibon Ice Cream 

• 

Simmenthal Processed 

Meat & Fish 




DO HOT SERVE: Jim Beam Bourbon 

J & B Scotch 

Wild Turkey Bourbon 
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PHILIP MORRIS HOSPITALITY GUIDE 


1 


USING THE GUIDE 

Except for very unusual circumstances, it is best to offer caterers 
and chefs suggestions for menu items incorporating our products and 
let them use their own creativity to design dishes. 

The menu items that follow are just that, suggested dishes that can 
be prepared with our products, with recipes that can be used or 
adapted, as your supplier sees fit. 

For the most part, the suggestions in the Guide call for food service 
products that are available through Kraft Foodservice Distribution 
Centers, because these products are specially formulated to meet 
the unique needs of food service kitchens. 

Planners would be well-advised to contact the Kraft Foodservice 
Distribution Center nearest the event site as soon as it is scheduled, 
to discuss the date, location and hotel or caterer under considera¬ 
tion (who may already be a Kraft Foodservice customer and aware of 
our products). 

Birds Eye and Post are only distributed at retail. Retail products 
should be ordered two weeks in advance of the event to be delivered 
and stored at the Kraft Foodservice Distribution Center serving your 
area until such time as your caterer or hotel orders it delivered to 
his facility. Birds Eye products should be ordered from Cora 
Hernandez, All American Gourmet/Birds Eye, Order Department, at 
714-648-2363, Post from Michael Mahoney, Post Sales, at 914-335- 
5773. 

Consumer products not in general distribution are used only at 
events taking place in markets where the product can be purchased 
at retail. 

Please be sure that whenever you use single service items, ie, indi¬ 
vidual salt and peppers, packaged jellies, condiments, etc., that they 
are Kraft branded items, also available through Kraft Foodservice. 

Ordering information is given in the illustrated brochures that make 
up a section of this Guide. (A list of Kraft Foodservice Distribution 
Centers, with manager's name and telephone number, appears in the 
back of this book.) 
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COFFEE 

As producers *of the world's finest coffees, it is our policy to serve 
General Foods coffees -- and Maxwell House teas -- at every meal, 
including cocktail receptions, where they are usually offered with 
cheese, fruit and/or desert selections. Desert coffees, made with 
spirits and liqueurs are also a good way of spotlighting our fine 
products. 

It is not enough to ask your caterer or hotel to use Maxwell House, 
Yuban, Sanka, Brim, Maxim, or General Foods International Coffees*. 
Unless one of these brands is the one regularly used by your supplier, 
you will have to insist that the person who makes the coffee (rarely 
the chef or even one of the cooks) follows the instructions given at 
the end of the recipe section. 

Anything less than superb coffee is unacceptable at a Philip Morris- 
sponsored event, yet even our coffees can be ruined by careless 
preparation. The event planner would be well-advised to arrange to 
have the selected General Foods brands taste-tested several days in 
advance, to make absolutely sure that brewing instructions are 
followed correctly. 

Directions for brewing coffee properly are given in a subsequent 
section. 


* GFIC Cafe Vienna, Swiss Mocha and Dutch Chocolate Mint are available in food service 
packings. For other flavors (see end of recipe section) contact Cathy Ko, Product 
Manager, General Foods International Coffees, on 8-235-1276. Place your order four 
weeks in advance of the event. 
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BAR ARRANGEMENTS 

Only Miller beers -- and all available brands of Miller -- may be 
served or displayed. (If beer will be available on draft, make sure 
that competitors logos are replaced on the pumps.) Miller beers are 
ordered through the hotel or caterer. 

There are no restrictions on wine or spirit brand choices, or on soft 
drinks and mixers. Country Time in cans should be available 
whenever liquor is served. 

Sample cigarettes, ash trays and matches should be put on bars and 
on cocktail tables. (See subsequent section) 
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KRAFT 


KRAFT GENERAL FOODS 



otal Metro Districts 


East 


DARYL D. BODDICKER — V.P. 

KRAFT/BEHRHORST 
3115 Washington Pike 
Bridgeville, PA 15017-1497 
412-257-5400 

CINCINNATI 
5445 Spellmire Drive 
Cincinnati, OH 45246 
513-674-3663 


CLEVELAND 

5800 Pennsylvania Avenue 
Maple Heights, OH 44137 
216-662-2400 

DETROIT 
27000 Wick Road 
Taylor, Ml 48180 
313-946-5300 


KRAFT/FELDMAN 
8730 Bollman Place 
Savage, MD 20763 
301-470-2662 (Wash.) 
301-792-8400 (Balt.) 


KRAFT/FELDMAN 
_4122 Sarellen Road 
|ichmond, VA 23231 
04-222-2222 


KRAFT/FELDMAN 
7477 Candlewood Road 
Hanover, MD 21076 
301-859-4560 


KRAFT/HOLLEB 
800 Supreme Drive 
Bensenville, IL 60106 
312-595-1200 

KRAFT/McMAHON 
5941 W. 82nd Street 
Indianapolis, IN 46278 
317-773-?°.90 


KRAFT/McMAHON 
9200 E. 146th Street 
Noblesville, IN 46060 
317-773-2290 

KRAFT/MUELLER 
W. 137 North 9245, Highway 145 
Menomonee Falls, Wl 53051 
414-251-9600 


PADUCAH 

1350 North Tenth Street 
Paducah, KY 42001 
502-442-8243 



HILADELPHIA 
100 E. Erie Avenue 
hiladelphia, PA 19124 


215-289-9000 



: FOODSERVICE: 

A Unit of Kraft, Inc. 


FOODSERVICE CENTERS 


KRAFT/ROSENBLUM 
2101 91st Street 
North Bergen, NJ 07047 
201-854-1100 

'kraft/s.s. pierce — 

ALBANY 
755 Pierce Road 
Clifton Park, NY 12065 
518-877-8511 

KRAFT/S.S. PIERCE - 
BOSTON 

One Technology Drive 
Centennial Ind. Park 
Peabody, MA 01960 
508-532-5000 

KRAFT/S.S. PIERCE — 
ROCHESTER 
12 Marway Circle 
Rochester, NY 14624 
716-247-3260 

KRAFT/S.S. PIERCE — 
SPRINGFIELD 
1045 Sheridan St. 
Chicopee, MA 01021 
413-593-5571 


Total Metro Districts - West 


WILLIAM BEEDIE - V.P. 

KRAFT/AMERICAN 
2864 Eagandale Blvd. 

St. Paul, MN 55164 
612-454-6580 

KANSAS CITY 
8725 Rosehill Road 
Suite 400 
Lenexa, KS 66215 
913-894-6161 

KRAFT/CRAIG 
404 Carty Street 
Salem, MO 65560 
314-729-5568 

HAWAII 

91-290 Kauhi Street 
Ewa Beach, HI 96706 
808-682-2071 

KRAFT/KEELER 
601 W. Dyer Road 
Santa Ana, CA 92707 
714-549-8711 

KRAFT/KEELER 
1031 Watson Center Road 
Carson, CA 90745 
213-549-3900 


KRAFT/LBJ 

4650 W. Buckeye Road 
Phoenix, AZ 85043 
602-269-7241 

KRAFT/MOCERI 
8515 Miramar Place 
San Diego, CA 92121 
619-457-4900 

LOS ANGELES 

620 S. Hacienda Boulevard 

City of Industry, CA 91745 

818-968-8311 

OMAHA 

6824 “J M Street 
Omaha, NE 68117 
402-331-5200 

KRAFT/PERRY 
900 Powell SW 
Renton, WA 98055 
206-235-4700 

SAN FRANCISCO 
2275 Junction Avenue 
San Jose, CA 95131 
408-435-1919 

KRAFT/WESTMAN — DENVER 
11955 E. Peakview Avenue 
Englewood, CO 80111 
303-792-9324 

SALT LAKE CITY 
Freeport Center Y-16 
Clearfield, UT 84016 
801-773-1200 


Total Metro Districts - South 


GENE THOMPSON — V.P. 

ATLANTA/BIRMINGHAM 
2760 Bankers Ind. Drive 
N.E. Atlanta Ind, Park 
Atlanta, GA 30360 
404-449-8303 

CHARLOTTE 
1133 Atando Ind. Park 
Charlotte, NC 28206 
704-372-0030 

DALLAS/FT. WORTH 
950 S. Shiloh Road 
Garland, TX 75042 
214-487-6200 

KRAFT/FROSTEX 
1179 A. Springdale Road 
Austin, TX 78721 
512-926-5051 

HOUSTON 

10 S. Trade Center Parkway 
Conroe, TX 77385 
409-273-1729 


KRAFT/IFD — JACKSON 
1125 Weems St. 

Greenway Industrial Park 
Pearl, MS 39208 
601-939-9433 

504-888-7961 (New Orleans) 

KRAFT/IFD — TUPELO 
125 N. Eason Blvd. 

Tupelo, MS 38802 
601-842-3415 

LITTLE ROCK 
2200 Commercial Street 
Little Rock, AR 72206 
501-375-3282 

MEMPHIS 
4300 Air Trans Rd. 
Memphis, TN 38118 
901-363-4541 

MIAMI 

777 S. Congress Avenue 
Delray Beach, FL 33444 
407-278-6858 

NASHVILLE 
The Oak Complex 
Suite 106 
1100 Kermit Drive 
Nashville, TN 37217 
615-361-8012 

OCALA 

3010 N.E. 24th St. 

Ocala, FL 32670 
904-732-3166 

OKLAHOMA CITY 
3325 N. Lincoln Blvd. 
Oklahoma City, OK 73105 
405-524-8411 

SAN ANTONIO 
3623 Highpoint Drive 
San Antonio, TX 78217 
512-657-6901 

KRAFT/SEABOARD 
2217 Hardee’s Boulevard 
Rocky Mount, NC 27801 
919-977-7000 

KRAFT/SEABOARD 
218 S. Hughes Street 
Greensboro, NC 27404 
919-274-2986 

TAMPA 

Parke East Industrial Park 
7004 East Hanna 
Tampa, FL 33610 
813-621-6677 
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KRAFT 


: FOODSERVICE: 


METF# AREAS 


SERVICED BY 


KRAFT FOODSERVICE 




• BROADUNE DISTRIBUTION 
■ SALES OFFICES 
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1991 PLAYER GIFT SCHEDULE 


February 11 

February 18 

February 5 
March 4 
April 15 

July 18 

August 5 
August 12 
August 19 
August 26 
November 4 

November 11 
November 12 


Virginia Slims of Chicago 
(First VS tournament of the year) 

Virginia Slims of Oklahoma 


Virginia Slims of Palm Springs 

Virginia Slims of Florida 

Virginia Slims of Houston 
(Last VS tournament in U.S.) 


of 


Newport 


Virginia Slims 
(Invitational) 

(First VS tournament back in U.S.) 

Virginia Slims of Albuquerque 

Virginia Slims of Los Angeles 

Virginia Slims of Washington 

U.S. Open (?) 

Virginia Slims of California 
Virginia Slims of Nashville 

Virginia Slims of Philadelphia 

Virginia Slims Championships 


Coordinated in New York office by Coordinator, Operations, and on¬ 
site by Manager, Operations. Public Relations Director helps with 
distribution when possible. 
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PRO-AM/CLINIC CHECKLIST 


Advance Organization: 

. Pros: VS players/1ocal pros 

. Courts (usually four) 

. Balls - Clinic: 1 large basket per court (should stand on 
boxes for easy access); Pro-Am: 2 cans per court 

. Umpires/scorekeepers - 1 per court for Pro-Am 

. Ballpersons - at least 3 per court 

. Virginia Slims shirts for pros 
. Whistle - clinic only 

. Clipboards (one per court) 

Cooler of drinks and ice - water, soda, Gatorade 
. Coffee/Continental Breakfast or lunch 

. Prizes (if appropriate) 

. Photographer (Polaroids and others) 

. Flowers 

. Decide on format (and scorekeeping forms) 


Sent from New York Office 

. Plastic nametags and felt pen 
. Towels - at least 2 per participant 
. Napkins 

. Hot cups 

. Cold cups 

Banners (3’x 7’) - 1 per court, if available 
. Photoholders 

Linepersons chairs 
. Tennis balls 

. Prizes 

Goody bags (optional): Duffle bag, t-shirt, can of balls, 

towel, etc. 

. Shirts for pros. 
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PHILIP MORRIS' POSITION ON SMOKING AMD ADVERTISING 


Smoking is a matter of personal choice. In this country, more 
than 55 million American adults choose to smoke. A smoker's right 
to choose deserves respect. 

The cigarette business in this country is competitive. Philip 
Morris advertises and promotes its products to the more than 55 
million adults who choose to smoke, to maintain brand loyalty among 
current customers, and to suggest to our competitors' customers 
that they might want to try our cigarettes. 

Affiliate and On-Road Staff 


Inform the New York office immediately of any anti-smoking 
activities surrounding a Virginia Slims tournament. 

Direct any questions regarding smoking issues to Sheila Banks, 
Director, Media Relations, Philip Morris USA, New York at 
(212) 878-2812 

New York office will arrange for a Philip Morris Public 
Affairs representative to attend an event and will initiate 
the request. 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


2041002969 



Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


2041002970 


Virginia Slims Tennis Media Center 


The Public Relations Affiliate is responsible for set-up and 
operation of the media center. 

A complete center includes: 

Equipment : 

Slimstat computer 
Printer 

Copier machine 

Fax machine (2 at primary events, one for incoming, one for 
outgoing) 

Answering machine 

Telephones 

Video camera/stand 

Video monitor/VCR 

Electronic message board 

Tables/chairs 

Table draping 

Supplies : (supplied by Virginia Slims): 

Player biographies 
Player photos 
Logo sheets (bxw) 

Stick-on decals 

Computer paper 

Draw sheets (8 1/2" x 11") 

Draw posters 

Draw foamcore posters 

Rankings foamcore poster 

Letterhead 

Large envelopes 

Small envelopes 

Press kit covers 

Large notepads 

Small notepads 

Reporter seat name cards 

Credentials 

Chains/bull clips 

Pens 

Pencils 

Cigarette samples 
Matches 
Ashtrays 
Napkins 

Repeat banners 
Logo banner 
Luggage tags 
Media gift 
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cont / d....VS Tennis Media Center 


Supplies (supplied by affiliated ; 

Scotch tape 
Scissors 
Masking tape 
Paper clips 
Stapler 

Large magic markers 
Waste baskets 

Supplies (supplied by other sources! : 

Media guides - from the WITA 

Leader board posters - from Kraft General Foods 

Services provided bv affiliate ; 
o Volunteers (apx 2-3 independent event) 

(apx 4-6 primary event) 
o Food/Beverage - Monday thru Sunday 
o Welcome packets (including credentials) 

for arriving VS staff where applicable, 
o Articles faxed daily to New York Office (program 
administrator) to be submitted to FYI. 
o Assist on-site pr director with nightly source, 
o Access to Federal Express pick-up. 
o Prepare player bios for on-court introduction, 
o Pull up appropriate head-to-head, player records (life 
time and year-to-date, etc.) prior to start of 
tournament. 

o Update Draws throughout media center regularly. 
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MEDIA CREDENTIAL 


WHITE BACKGROUND WITH DARK BLUE (PMS 280) TOURNAMENT NAME COPY. LOGO IN RED (PMS 200). 

PRINTED ON PAPER THEN LAMINATED IN PLASTIC. 

SELF-ADHESIVE PAPER DAILY CREDENTIALS SHOULD ALSO 
BE PRODUCED WITH SAME ART. 


TOURNAMENT COPY-BLUE SVz" 



INTERVIEW BANNER 

PRINTS WHITE COPY AND RED (PMS 200) BARS ON DARK BLUE (PMS 280) NYLON. 


VIRGINIA SLIMS VIRGINIA SLIMS VIRGINIA SLIMS 

-TENNIS -TENNIS -TENNIS 

VIRGINIA SLIMS VIRGINIA SLIMS 

-TENNIS—- -TENNIS 

VIRGINIA SLIMS VIRGINIA SLIMS VIRGINIA SLIMS 

-TENNIS -TENNIS -TENNIS 

VIRGINIA SLIMS VIRGINIA SLIMS 

-TENNIS -TENNIS 


5’ 


3’ 
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16 DRAW SHEET 


32 DRAW SHEET 




ALL COPY IS RED (PMS 200). 
ALL LINES ARE BLUE (PMS 280). 
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COPY IS RED (PMS 200). 
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A KRAFT GENERAl FOODS WORLD TOUR EVENT 
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MEDIA ROOM MATERIALS 
PRIMARY NAMED EVENTS 
($250.000 & DP1 


Letterhead 

Second sheets 

Envelopes - #10 

Envelopes - large (10" x 13") 

Interview banners - (3'x 5') 

Logo banner - (3'x 3') 

Notepads - small 

Notepads - large 

Post-It Pads 

Press kit covers 

Pens 

Pencils 

Matches 

(not stored in warehouse-must 
Media gift 
Hot cups 
Cold cups 
Towels 
Cigarettes 
Media guides 
T-shirts (large) 

Sweatshirts (large) 

Draw sheets - large 
Draw sheets - small 
Computers (2) 

Telephone lines 


Ashtrays 

Cocktail napkins 
Decals (large & small) 
Logo sheets (b&w) 
Rankings poster (4'x 6') 
Draw poster (4'x 6') 
Computer paper 


4,000 

3,000 

3,500 

500 

2 

1 

200 

250 

300 

500 (PF 100) 

400 (PF 100) 

288 (PF 144) 

be trucked) 500 (PF 50) 

75 

250 

500 

50 

see attachment 
from WTA 
12) send direct 
12} to on-road 

staff at hotel 
10 singles, 10 doubles 
10 singles, 10 doubles 
1 from PR Director 
1 from affiliate 
arranged by affiliate 
1 - computer 
1 - (dedicated) fax 
8 (minimum) - rotating 
lines, w/hold buttons 
144 (PF 72) 

3,000 

10 sheets 
5 
1 

1 singles;1 doubles 

1,000 


* Send copy of order to Virginia Slims affiliate and on-road 
publicity staff. 

** See Internal Procedures - In-House Requisition Form for details 
on ordering process. 

NOTE: Additional supplies can be requested. 
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MEDIA ROOM MATERIALS 
INDEPENDENT NAMED EVENTS 
($ 150 . 000 ) 


Letterhead 

Second sheets 

Envelopes - #10 

Envelopes - large (10"x 13") 

Interview banners - (3'x 5') 

Logo banner - (3'x 3') 

Post-It Pads 

Notepads - large 

Press kit covers 

Pens 

Pencils 

Matches 

(not stored in warehouse-must 
Media gift 
Hot cups 
Cold cups 
Towels 
Cigarettes 
T-shirts (large) 

Sweatshirts (large) 

Draw sheets - large 

Draw sheets - small 

Media guides 
Computers (2) 

Telephone lines 


Ashtrays 

Cocktail napkins 
Decals (large & small) 
Logo sheets (b&w) 
Rankings poster (4'x 6') 
Draw poster (4'x 6’) 
Computer paper 


3,000 

3,000 

2,500 

500 

2 

1 

100 

200 


500 

(PF 

100) 

100 

(PF 

100) 

288 

(PF 

144) 

trucked) 250 

(PF 

50) 


30 

500 

250 

50 

see attachment 

6} send directly 
6} to on-road 

staff at hotel 
10 singles, 10 
doubles 

10 singles, 10 
doubles 
from WTA 

1 from PR Director 
1 from affiliate 
arranged by affiliate 
1 - computer 
1 - (dedicated) fax 
5 (minimum) - 
rotating lines, w/hold 
buttons 
72 (PF 72) 

2,000 

10 sheets 
5 
1 

1 singles;l doubles 
500 


be 


Send copy of order to Virginia Slims affiliate and on-road 
publicity staff. 

See Internal Procedures - In-House Requisition Form for details 
on ordering process. 
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Lipton International Players Championship 
Media Room Materials 


Decals 

Large Notepads 
Reporter's Notepads 
Hot Cups 
Cold Cups 

Pens 

Logo Sheets (BxW) 
Computer 
Telephone Lines 


50 Sheets (all sizes) 

2 00 
400 
2000 
2000 

400 

5 

1 from PR Director 

2 (arranged by Program 

Administrator) 

1 - Computer 

1 - Virginia Slims Staff 


o 

4 » 


03 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 





MEDIA ROOM MATERIALS 
U.S. OPEN 


Computer 
Telephone lines 

Logo sheets (b&w) 
Rankings poster (4'x 6') 


1 brought by on-road 

PR Director 

2 arranged by Program 

Administrator 
1 - computer 
1 - VS 
5 
1 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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MEDIA ROOM MATERIALS 
VIRGINIA SLIMS CHAMPIONSHIPS 



Ashtrays 

Letterhead 

Second Sheets 

Envelopes - #10 

Envelopes - 10" x 13" 

Interview Banners (3'x5') 

Standing banners 

Notepads - small 

Notepads - large 

Post-It Pads 

Press Kit Covers 

Pens 

Pencils 

Matches (not in warehouse) 

Hot cups 

Cold cups 

Towels 

Cigarettes 

Sweatshirts (large) 


T-shirts (large) 
Media Guides 
Large Draw Sheets 


Small Draw Sheets 


Decals 

Computer 


(16 singles) 
( 8 doubles) 
(16 singles) 
( 8 doubles) 


Telephone Lines 


Media Gifts 

Cocktail Napkins 
Black and White logo sheets 
Rankings poster (4'x 6') 
Draw poster (4'x 6') 
Computer paper 


216 (PF 72) 

4,000 

4,000 

3,000 

1,000 

10 

2 

500 

500 

300 

500 

2,000(PF 100) 

1,000 (PF 144) 

1,000 (PF 50) 

2,500 

2,500 

250 

10 cases 

24} (on-road staff 
pick 

24} up from NY office) 
WTA provides 

20 (event specific) 

20 

20 

20 

15 sheets (all sizes) 
2(PR Director/ 
affiliate) 

2 (arranged by 
affiliate) 

1 -for computer 
1 -for VS 
(unrestricted) 

1 -for KGF 
1 -for WTA 
1 -for WTA 
computer 
750 (50 for 

photographers) 

5,000 
10 
1 

1 singles;1 doubles 

1,000 



Send copy of order to Virginia Slims affiliate and on-road 
publicity staff. 

See Internal Procedures - In-House Requisition Form for details 
on ordering process. 
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PHILIP MORRIS U.S.A. 


_ INTER-OFFICE CORRESPONDENCE 

120 PARK AVENUE, NEW YORK, N.Y. 10017 


TO: Dee Smith DATE: January 11, 1990 

FROM: Barbara HannanJ^ 

SUBJECT: Sample Cigarette 

Could you please arrange for the following locations to receive 
sample cigarettes by the designated date? 

4 Cartons of Virginia Slims Regular 
4 Cartons of Virginia Slims Lights 
4 Cartons of Virginia Slims Menthol 
4 Cartons of Virginia Slims Menthol Lights 


Please let me know if any of these 

Location 

Jan Rasmussen 
Virginia Slims of Chicago 
Cohn & Wolfe 
One Wacker Drive 
Chicago, IL 60601 

Kerry Bohen 

Virginia Slims of Washington 
Brotman & Associates 
1725 DeSales Street, NW 
Washington, DC 20036 

Tip Nunn 

Virginia Slims of Oklahoma/Houston 
EVENTS 

536 16th Street 
Suite 920 
Denver, CO 80202 

Heather Heilman 

Virginia Slims of Indian Wells 
The Robbins Group 
12031 Ventura Blvd. 

Suite 2 

Studio City, CA 91604 

Tamera Herrod 
Virginia Slims of Florida 
Tamera Herrod Public Relations 
10190 Boca Entrada Blvd., 232 
Boca Raton, FL 33428 


dates cannot be met. Thank you. 

Date Due 
February 7 

February 12 

February 12 

order) 

February 12 


February 12 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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July 2 


Kerry Bohen 

Virginia Slims of Newport 
Brotman & Associates 
1725 DeSales Street, NW 
Washington, DC 20036 

Tip Nunn August 1 

Virginia Slims of Albuquerque/Nashville 

EVENTS ( not a double order) 

535 16th Street 
Suite 920 
Denver, CO 80202 

Heather Heilman August 1 

Virginia Slims of Los Angeles 

The Robbins Group 

12031 Ventura Blvd 

Suite 2 

Studio City, CA 91604 

Kevin Diamond October 1 

Virginia Slims of California 

JDPR 

1388 Sutter Street 
Suite 710 

San Francisco, CA 94109 

Kerry Bohen October 29 

Virginia Slims of New England 

Brotman & Associates 

1725 DeSales Street, NW 

Washington, DC 20036 

Barbara Hannan October 29 

Virginia Slims Championships 

Philip Morris USA 

120 Park Avenue 

New York, NY 10017 

cc: D. Weissman 
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2041002987 



ro 

o 

x> 


CP 


Source: https://www.industrydocuments.ucsf.edu/docs/nnjwlOOOO 


:9fcZ°° 


1991 PHOTOGRAPHER SCHEDULE 


Fred Mullane - Official Virginia Slims* Photographer 


February 

11-17 

Virginia 

Si ims 

of 

Chicago 

February 

18-24 

Virginia 

Slims 

of 

Oklahoma 

February 

25-March 3 

Virginia 

Si ims 

of 

Palm Springs 

March 4-10 

Virginia 

Slims 

of 

Florida 

April 15- 

21 

Virginia 

Slims 

of 

Houston 

August 12 

-18 

Virginia 

Slims 

of 

Los Angeles 

August 19 

-24 

Virginia 

Slims 

of 

Washington 

November 

4-10 

Virginia 

Slims 

of 

California 

November 

11-17 

Virginia 

Slims 

of 

Philadelphia 

November 

18-24 

Virginia 

Slims 

Championships 


(as of March 12, 1991) 
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POLICY FOR PROVIDING PHOTOS 


I. GOALS 

To provide all affiliate, and the New York office staff, 
with the highest quality photographic materials available to 
satisfy all press needs. To enhance Virginia Slims 
visibility through photographic imagery and photo credit 
mention. 

II - CATEGORIES OF MATERIALS 

1. Black and white composite photographs. 

2. Black and white custom photographs. 

3. Duplicate transparencies. 

4. Original transparencies. 

5. Color custom photographs. 

HI • FACTS TO BE DELINEATED UNDER EACH CATEGORY 

1. Definition. 

2. Availability, and the procedure for ordering. 

3. Costs. 

4. Return procedure. 

5. Rationale. 

IV. GENERAL AFFILIATE RESPONSIBILITIES 
Affiliates are asked: 

1. To insure that material provided is to be used for 
editorial purposes and to promote Virginia Slims events. 

2 . To inform the press organizations they service in 
writing that materials are given free of charge if, and only 
if , photo credit is given. A11 usage is conditional to 
photo credit, given as follows: 

"c Carol L. Newsom/Virginia Slims" 

No usage is authorized without photo credit. Unauthorized 
usage is the same as copyright infringement and is treated 
accordingly. That is, the negligent publication will be 
billed by Carol L. Newsom Associates for their unauthorized 
use. (Standard in industry is 3 x publication rate). 
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POLICY FOR PROVIDING PHOTOS (Continued) 


3. Read "Material on Loan" forms and comply with the 
return dates of the material borrowed (a sample is attached). 

4. Contact Carol L. Newsom Associates if there are any 
questions regarding the Material on Loan form. 

5. Inform press organizations that color transparencies are 
on loan and must be returned as per the conditions of the 
Material on Loan form. The press organizations are 
responsible for all unreturned or damaged material. 

6. The photo charges will be billed to the New York office. 

7. Fax (508/877-1982) to place orders, whenever possible. 

V. BLACK AND WHITE COMPOSITE PHOTOGRAPHS 

!• Definition : 8 x 10 contact prints consisting of two 

shots of a player with player name, photo credit, and Virginia 
Slims logo, printed by a photoengraver. 

2. Avai1abi1itv 

a. List of players available in composite form and head 
shot list is attached (this list will be updated 
every six months). 

b. Single copies: These are available from the 
Virginia Slims office in New York or Cohn & Wolfe. 
Call Barbara Hannan at (212) 880-3984, or Peter Land 
at (212) 598-3654. Call Tip Nunn at Events in 
Denver for photos of players ranked 21-100. 

c. Multiple copies in lots of 25 (i.e. 25, 50, 

75, 100, etcetera). These are available from 

Bob Graves Photo Printers. Call Bob Graves directly 
at (203) 375-7034. When you order from him specify 
player name, number of copies, the address they are 
to be shipped to, the way they are to be shipped 
(UPS or Federal Express) and the person or organi¬ 
zation to be billed. (All bills go to Barbara Hannan 
in the New York office.) 


3. Costs 

All affiliate requests for photos should be charged 
directly to Barbara Hannan, New York office. 

a. Single copies: No charge from the New York office. 

b. Multiple copies: Print fees and shipping costs 
payable to Graves. Multiple copies of the same 
composite cost as follows. Shipping costs are extra 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 
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POLICY FOR PROVIDING PHOTOS (Continued1 


and vary depending on the carrier. Normal 
production is 3-5 days. 

25 = $15.75 50 = $24.25 100 = $37.50 250 = $86.50 

4. Returns 

Not applicable. 

5. Rationale . 

Composites are cost effective for use in press kits, 
media day handouts, or in any situation where large quan¬ 
tities of the same photograph can be used. 

6. See General Affiliate Responsibilities IV 2. 


VI. BLACK-AND-WHITE CUSTOM PHOTOGRAPHS 

!• Definition : Original, first generation prints made to 

size (5x7, 8 x 10, 11 x 14, or 16 x 20). These are custom 
printed and cropped to specification from a negative care¬ 
fully chosen according to a client's special request. 

2. Avai1abi1itv : Affiliates should call Carol L. Newsom 
Associates at (508) 877-8795 with any specialized photo¬ 
graphic needs. Every effort will be made to refine and 
expedite orders. Photographs may be sent directly to a third 
party at an affiliate's request with a Packing Slip sent to 
the third party and the invoice sent directly to 
the affiliate. 


3. Costs. 


a. To the affiliate, print fees only of the following: 


(B&W printing is done 




Note: 

All 

c 

osts 



office 

: wi 1 

1 

be bi 

5 

X 

7 = 

$ 7. 

00 

each 

8 

X 

10 = 

$ 8. 

00 

each 

11 

X 

14 = 

$20 . 

00 

each 

16 

X 

20 = 

$60 . 

00 

each 


Additional charges fo 
2:00pm(EST) on a rush 

b. To the publication: 


in-house) 

equests from Carol Newsom's 
directly to Virginia Slims. 

Any applicable tax and 
shipping charges are 
extra. 

large orders called in after 
basis . 


Photographs may be used free of charge, provided the 
publication properly credits the work with the 
photographer's name and Virginia Slims tag. No 
usage is authorized without proper photo credit. 
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POLICY FOR PROVIDING PHOTOS (Continued) 


otherwise, the standard publication rate x 3 will be 
billed. 

c. The affiliate's responsibility (as previously 

stated) is to advise the publication in writing 
of this condition. The affiliate should advise 
Carol L. Newsom Associates of any unautho¬ 
rized use and then, depending on the situation, 

Carol L. Newsom Associates will communicate with the 
publication toward an amicable settlement of the 
difficulties. There will be no billing to the 
affiliate. 

4. Returns . 

Not applicable. 

5. Rationale . 

To provide the best quality photographs in order to 
insure specialized placement. To provide photographs of 
players where composites do not exist. To provide more 
variety and up-to-date photographs of top players. To make 
displays. 

VII. COLOR DUPLICATE TRANSPARENCIES 

1. Definition : Second generation copies of original 
transparencies. 

2. Availability . 

a. Duplicate transparencies of top players are 
available in limited quantities and selec¬ 
tions both in the New York office and from 
Carol L. Newsom Associates. The number of 
duplicates is being expanded and an updated 
list of duplicate availability will be issued 
in late September, 1988. Call and ask. 

b. Specialized duplicates are available from 

Carol L. Newsom Associates with a two (2) week lead 
time. 


3. Cost. 


a. Existing duplicates are available at no charge to 
affiliate. They are on loan with the understand¬ 
ing that they will be returned within one month. 
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POLICY FOR PROVIDING PHOTOS (Continued) 


b. Unreturned stock duplicate transparencies will be 
billed at $5.00 each unreturned transparency (a 
restocking charge). 

c. Specialized duplicates will cost $5.00 to $10.00 
each transparency, depending on the number of copies 
of each ordered (minimum duplicate transparency 
charge is $10.00 for one transparency). 

4. Returns . 

a. Stock duplicate transparencies are on loan on a 
project based with the understanding that all 
materials will be returned. 

b. Stock duplicates may be kept upon payment of the 
restocking fee. 

c. Transparencies duplicated to order need not be 
returned. 

5. Rationale. 


If time allows and quality is not an issue this 
might be the way to go, especially if a publication has 
a questionable reputation for handling loaned materials. 
Television stations should always be sent duplicates. 

VIII. ORIGINAL TRANSPARENCIES 

1. Definition : First generation, highest quality trans¬ 
parencies. Each is unique. 

2. Avai1abi1itv : Original color transparencies are 
available to affiliates to service clients with specialized 
needs by calling Carol L. Newsom Associates. 

a. To prevent the affiliate from being held liable 
for material lost, unreturned, or damaged, it is 
recommended that the publication be encouraged to 
call Carol L. Newsom Associates directly for a 
Virginia Slims oriented article. 

b. Original transparencies will be provided as per 
the request of an affiliate as follows: 

^ No charge to the publication as long as the 
photo credit "c Carol L. Newsom/Virginia 
Slims" is given. Otherwise, the standard 
publication rates x 3 will be billed. 
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POLICY FOR PROVIDING PHOTOS (Continued) 


With the understanding that all material 
must be returned or the publication will 
be charged $1,500.00 for any lost, damaged, 
unreturned transparencies. 

3. Costs . 

a. No charge to affiliates if material is returned. 
Affiliate will be liable if they lose or damage 
material in their possession. 

b. No charge to publications if conditions are met as 
stated above (i.e. proper photo credit and proper 
return of the material). 

c. The organization sent the material will be held 
liable ($1,500.00 per damaged or unreturned 
material). 

4. Returns . 

Required. All originals are Material on Loan and must 
be returned within two weeks (unselected material) and one 
month (selected material), with extension allowed where 
applicable. 

5. Rationale . 

Give the best selection and greatest quantity to 
clients to maximize use of the material. One of a kind 
material cannot be replaced, the material on loan is to make 
people responsible for the material. To insure careful and 
expedient returns so material can be used again. 

IX. COLOR CUSTOM PHOTOGRAPHS 

I* Definition. Original, first generation prints made 
to size (5x7, 8x10, 11x14, or 16x20). These are custom 
printed and cropped to specification from a negative or a 
slide (Ciba print) carefully chosen according to a client's 
special request. 

2. Avai1abi1itv. 

a. Affiliates should call Carol 1. Newsom Associates 
at (508) 877-8795 with any specialized photographic 
needs. Every effort will be made to refine and 
expedite orders. Photographs may be sent directly to a 
third party at an affiliate's request with a packing 
Slip sent to the third party and the invoice sent 
directly to the affiliate. 
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POLICY FOR PROVIDING PHOTOS ( Continued) 


b. Color printing is done in-house. Normal 
turnaround time is one to two weeks. Emergencies will 

be handled ASAP as best as possible-based on type 

(slide or negative), rush charges and in house stock. 

3. Costs. 


a. To the affiliate, print fees only of the following 
(based on normal turnaround time): 

Note: All costs for requests from Carol 

Newsom's office will be billed directly to 
Virginia Slims. 


Color prints from negatives : 


5x7 

8x10 

11x14 

16x20 


$ 8.00-42.00 
15.00-45.00 
25.00-65.00 
75.00-100.00 


Ciba Color prints from slides :5x7 

8x10 

11x14 

16x20 


35.00-52.00 
35.00-52.00 
60.00-84.00 
80.00-120.00 


Any applicable tax and shipping charges are extra. 

b. To the publication: 

Photographs may be used free of charge, provided 
the publication properly credits the work with the 
photographer's name and Virginia Slims tag. No usage 
is authorized without proper photo credit. 

c. The affiliate's responsibility (as previously 
stated) is to advise the publication in writing of this 
condition. The affiliate should advise Carol L. Newsom 
Associates of any unauthorized use and then, depending 
on the situation, Carol 1. Newsom Associates will 
communicate with the publication toward an amicable 
settlement of the difficulties. There will be no 
billing to the affiliate. 

4. Returns. 


Not applicable. 
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POLICY FOR PROVIDING PHOTOS (continued) 


5. Rationale. 


To provide the best quality color photographs in order 
to insure specialized placement. To provide color 
photographs of the players where slides do not exist. To 
provide more variety and up-to-date photographs of top 
players. To make displays. To make wall pictures for pro- 
am clients. 
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CAROL L. NEWSOM ASSOCIATES 
Photography 
453 Brook Street 
Framingham, MA 01701 
(508) 877-8795 


CUSTOMER: 


ATTENTION: . 
TELEPHONE# 


MATERIAL ON LOAN 

VIRGINIA SLIMS 


DATE:_/_/ 

W.O. #__ 

PAGE of 


QUANTITY 

DESCRIPTION 


























CONDITIONS 


IMPORTANT- PLEASE READ CAREFULLY 


• We are sending this material on inspection to allow you to make selections for the usage discussed, 
at the agreed-upon fees: 


• All material published must be credited: Copyright © Carol L. Newsom / Virginia Slims. 

• No use allowed without proper photo credit. 

• Material that you do not select must be returned by_ / / _ t 

(A holding fee will be assessed on material kept beyond this date.) 

• Material that you dfi select must be returned by_ / / _ 

• If you wish for any reason to keep material beyond the above dates, you must contact us to arrange an extention. ^ 

• We will bill any damaged or unreturned original transparencies at $1,500.00 each. £ 

• Any use without proper photo credit will result in a billing of triple the standard publication rate. o 

ro 

IF YOU HAVE QUESTIONS ABOUT THESE CONDITIONS, PLEASE CONTACT US IMMEDIATELY. 3 
OTHERWISE WE MUST ASSUME THAT YOU HAVE UNDERSTOOD AND AGREED TO THEM. Oa 

FAX # 508 - 877 - 1982 
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Of™ 


MAILED TO: 


ATTENTION: 


TELEPHONE #_ 


CAROL L. NEWSOM ASSOCIATES 
Photography 
453 Brook Street 
Framingham, MA 01701 
(508) 877-8795 


PACKING SLIP 

VIRGINIA SLIMS 


DATE:_/_ 

W.O. #_ 

PAGE 


of 



FAX #508- 877- 1982 
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May 07, 1990 

Player Head Shots 
Negatives on file at Carol L 

Playe r 

Adams, Katrina 

Allen, Louise 


Amiach, Sophie 


Antonopolis, Lea 


Auer, Sabine 


CAROL L. NEWSOM ASSOCIATES 
Photography 
453 Brook Street 
Framingham, MA 01701 
(508) 877-8795 


1987, 1988, 1989, 1990 

. Newsom Associates 

Negative Number 

90-2-339, 87-11-410 

87- 09-43 8(CIO) 

88- 11-006, 87-11-413 

87- 03-302 

88- 03-438 


Balestrat, Dianne 


Barg, Penny 


Barnard, Linda 


Bartlett, Lindsay 


Bassett-Seguso, Carling 


88-03-470,...471 


87-02-321 


88-03-445 


88-03-486 


88-03-490(w/baby),87-02-324 


Benj amin, 


Camille 


88-03-476, 87-02-313 


w 

o 

£» 

l-A 

O 

o 

CO 

o 

o 

o 
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Player 

Berger, Andrea 


Betzner, Andrea 


Bonder, Lisa 


Bonsignori, Federica 


Bowes, Beverly 


Bunge, Bettina 


Burgin, Elise 


Bykova, Natalia 


Byrne, Jenny 


Casale, Pam 


Casals, Rosie 


Catlin, Theresa 


Cecchini, Sandra 


Christian, Carol 


Negative Numbers 

88-03-424 

87-020337 

87- 03-324 

88- 03-467 

89- 11-011, 88-02-105 

89- 11-021(2), 87-02-343 

87- 03-334, 87-02-325, .. .326 

88- 02-116,...127, 87-02-307 

88 - 10 - 222 (C 27 ) 

87- 03-345 

88- 11-436, . . .437 

88-03-427 

90- 3-714(26), 87-11-402 ,.. .609 

88-03-479 
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2041003001 



- 3 - 


Player 

Cioffe, Halle 

Cohen, Celine 

Collins, Sandy 

Copeland, Caryn 

Corsato, Luciana 

Crowe, Heather 

Cueto, Isabel 

Daniels, Mary Lou 

DeLone, Erika 

Demongeot, Isabelle 

Derly, Emanuelle 

DeSwardt, Marian 

DeVries, Ann 

Dias, Niege 


Negative Number 
88-10-201(A2) 

88-03-439 

88-02-112, 87-02-320 

87- 02-323 

88- 03-441 

87- 02-172 

90-3-715, 88-03-403 

88- 02-110, 87-03-325 

87- 11-220 

89- 3-307, 88-03-463, 87-01-336 

88- 03-433 

88-03-415 

88-03-405 

88-03-484 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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- 4 - 


Player 

Duell, Katharina 

Evert, Chris 

Faber, Donna 

Fairbank, Rosalyn 

Farley, A. 

Fendick, Patty 

Fernandez, Anna-Maria 

Fernandez, Gigi 

Fernandez, Mary Joe 

Ferrando, Linda 

Frazier, Amy 

Fulco, Bettina 

Garrison, Zina 

Garrone, Laura 


Negative Number 

88- 03-430 

89- 4-423, 88-04-310 

88- 03-413 

87- 02-318 

89- 9-609 

88- 11-403-432, 87-09-430(022) 

87- 11-227 

88- 11-404, 88-05-101, 87-11-616 

89- 4-424, 87-02-332,...333 

88-03-447 

88-04-308 

87-02-312 

87- 03-337 

88- 03-468 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


2041003003 



- 5 - 


Player 


Gerken, Barbara 


Gildemeister, Laura 


Golarsa, Laura 


Goles, Sabrina 


Gompert, Kate 


Goodling, Jennifer 


*(Graf, Steffi) 

no formal head shots 


Gregory, Lisa 


Grossman, Anne 


Gurney, Melissa 


Hakami, Elly 


Hanika, Sylvia 


Hansel, Dee Ann 


Henricksson, Ann 


Negative Number 

87- 03-326 

90-2-245, 87-02-339 

88- 03-475 

89- 3-303, 88-03-449 

87-02-108 

87- 02-152 

88- 11-400(draw) 

88- 02-129 

89- 3-310, 88-03-423 

87- 09-433(B29) 

88- 03-440 

87-03-320 

87-09-439(Al8) 

87-09-435(031) 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 


2041003004 



- 6 - 


Player 

Hetherington, Jill 

Hobbs, Ann 

Horvath, Kathy 

Hy, Patricia 

Ingram, Jeri 

Inoue, Etsuko 

Ivan, Ann 

Jones, Cheryl 

Jordan, Kathy 

Keil, Kathrin 

Kelesi, Helen 

Kijimuta, Akiko 

Kim, Grace 

Kloss, liana 


Negative Number 

89-3-313, 88-03-481 

87- 11-228 

88- 02-103,104 

89- 3-303, 87-02-103 

88-10-204 

87- 11-225(G17A) 

88- 10-206 

88-02-128 

87-11-226(A21) 

87- 02-303 

90- 2-344(3) 

88- 03-404 

88-03-462,...402 

87-11-412 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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- 7 - 


Player 


Koizumi, Yukie 


Krapl, Eva 


Kuczynska, Iwona 


Labat, Florencia 


Lake, Valda 


Leand, Andrea 


Lindqvist, Catarina 


Lindstrom, Maria 


Lapi, Laura 


Louie-Harper, Peanut 


Ludloff, Heather 


MacGregor, Cammy 


MacGregor, Cynthia 


Maleeva, Katerina 


Negative Numbe r 

88-93-444 

87- 02-328 

88- 10-207, 87-11-221 

89- 11-010(1,5) 

88- 03-417 

89- 11-511(B20) 

87-02-100 

87- 02-308 

88- 03-400 

88- 03-485, 88-02-108, 87-02-105 

87-09-434(C5) 

89- 11-008(5), 88-03-442,...452 

87-02-107 

90- 3-713, 87-03-352 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


2041003006 



- 8 - 


Player 

Maleeva, Manuela 


Mandlikova, Hana 


Marsikova, Regina 


Martin, Stacey 


Martinez, Conchita 


McGrath, Meredith 


McNeil, Lori 


Meier, Silke 


Meshki, Leila 


Mesker, Marcella 


Mochizuki, Tina 


Monterio, Claudia 


Moreno, Paulette 


Mosca, Gabriela 


Negative Numbe r 

87-03-305 

89- 11-526 (..V'} 

87- 02-310 

90- 2-341 

89-11-016(7) 

89- 7-333.1 

88- 11-406, 87-03-343 

87-02-306 

90- 3-709,...711 , 88-02-115 

87-03-327 

87-03-328 

87- 02-300 

88- 03-425 

87-02-372 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 


2041003007 



- 9 - 


Playe r 

Moulton, Alycia 


Na, Hu 


Nagelsen, Betsy 


Navratilova, Martina 


Nelson-Dunbar, Vicki 


Nishiya, Akemi 


Norris, Sheri 


Novotna, Jana 


Paradis, Pascale 


Parkhomenko, Svetlana 


Paz, Mercedes 


Phan Thanh, Nathalie 


Pfaff, Eva 


Porwick, Claudia 


Negat i ve Numbe r 

87-03-348 


88-02-117, 87-02-171 


89-9-613(32A), 87-11-417 


89-4-404, 88-05-100 


87-ll-223(B72) 


87-02-175 


87-02-151 


87-02-327 


88-03-469, 87-02-329 


88-02-114, 87-11-409 


87-02-331 


87-02-301 


89-11-022(36), 87-11-238(021) 


88-03-407 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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- 10 - 

Playe r 

Potter, Barbara 

Probst, Wiltrud 

Provis, Nicole 

Raponi-Longo, Emilse 

Reggi, Raffaella 

Rehe, Stephanie 

Reinach, Elna 

Reinach, Monica 

Reynolds, Candy 

Richardson, Julie 

Rinaldi, Kathy 

Rodriguez, Natalia 

Rush-Majors, Gretchen 


Negative Number 

87- 03-344 

88- 03-426 

88-03-401 

88- 03-450 

89- 11-510(27,35) 

88-11-005(020), 87-11-411 

88-03-420, 87-03-318 

88-03-431, 87-02-104 

88- 10-217(Dl5a),.. .218 

87- 02-173 

89- 9-612(22A) 

88- 03-422 

87-02-102 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


2041003009 



- 11 - 


Player 

Russell, Joanne 

Sabatini, Gabriela 

Salmon, Julie 

Sanchez-Vicario, Arantxa 

Santrock, Jennifer 

Savchenko, Larisa 

Scheuer-Larsen, Tine 

Schimper, Karen 

Schultz, Brenda 

Schwartz, Amy 

Seles, Monica 

Shriver, Pam 

S.W^SO'-> 

Singer, Christina 

Sloane, Susan 


Negative Number 

87- 03-310 

89-6-127(62), 89-3-317 

88- 03-443 

89- 11-513(8), 88-03-477 

88- 02-113, 87-03-313 

89- 11-516(10), 88-11-402 

88- 03-451 

87-03-317 

89- 11-517, 89-11-012(27) 

87- 02-176 

90- 2-343( 11), 88-10-208, .. .209 

89-3-307 

69 - 4 - < 2 -// 

88- 03-406 

88-10-203(D28) 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


2041003010 



- 12 - 


Player 

Smith, Anne 

Smith, Paula 

Smylie, Liz 

Spadea, Luanne 

Sodupe, Niurka 

Springer, Heidi 

Steinmetz, Kim 

Suire, Catherine 

Sukova, Helena 

Tanvier, Catherine 

Tarabini, Patricia 

Tauziat, Nathalie 

Temesvari, Andrea 


Negative Number 

87-02-315 


88-03-461 


89-3-311,...310 


88-03-428 


87-02-165 


88 - 02-111 


87-02-174 


88-03-480 


89-3-413 


87-03-335 


87-02-302 


89-3-307, 88-03-483 


90-3-710 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


2041003011 



- 13 - 


Player 

Ter Riet, Hellas 

Thomas, Jane 

Torres, Michelle 

Turnbull, Wendy 

Van Der Torre, Marianne 

Van Nostrand, Molly 

Van Rensburg, Dianne(Dinky) 

Vasquez, Pilar 

Villagran, Adriana 

Wade, Virginia 

Walsh-Pete, Sharon 

Wasserman, Sandra 

White, Anne 

White, Robin 


Negative Number 

87-03-309, 87-02-319 

87- 11-403 

88- 03-472 

87- 11-612, 87-03-322 

88- 03-434 

87-02-106 

87- 03-319 

88- 03-448, 87-02-101 

87- 02-305 

88 - 10-220 

88-11-425,...426, 87-03-351 

88- 03-414 

87-09-436(B3) 

89- 3-311, 87-11-613 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


2041003012 



- 14 - 


Player 

White, Wendy 

Witvoet, Hester 

Wood, Wendy 

Zrubakova, Radka 

Zvereva, Natalia 


Negative Number 


87-03-347 


88-03-408 


87-11-224 


88-03-416 


88-11-401, 88-02-107, ...124, 
87-11-416,...614 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


2041003013 




Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


2041003014 


PPBLIC RELATIONS 
AFFILIATES/NATIONAL AGENCY 


Local Affiliate Function : 

. Responsible for generating publicity for the event in advance 
of and during tournament week. 

. Responsible for generating publicity for Virginia Slims 
Tennis year-round. 

. Responsible for setting up, maintaining and staffing on-site 
Media Room. 


National Public Relations Agency Function : 

. Responsible for generating extensive national exposure of 
Virginia Slims Tennis year-round. 

• Responsible for sports and off-sports publicity for the 

Virginia Slims Championships. 

. Responsible for developing publicity plans for special 

projects throughout the year. 

. Responsible for providing written press materials to be used 
nationally and on local levels. 

. The account executive should be in continual communication 
with the field to stay abreast of current happenings on-site 
among the players. 

. Generate a Rankings Release to be distributed to key U.S. 
Media every week. 

. Arrange and oversee National publicity hits at Virginia Slims 
Tennis events. 

. The agency is a source to all local public relations 

affiliates. 

. The account executive reports directly to the Program 

Administrator. 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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AFFILIATE PLANNING 
GUIDELINES 


Advan ce Planning - four to twelve months before the tournament. 


Once a month placement from other affiliates. 

Contact promoter monthly with report. 

Monthly placement from your area about progress of local 
players. 

Make sure all advance publications list your event in 
calendars. 

Get published two to three feature story placements on 
players, coaches, etc. received from the SOURCE. 


120 days before tournament until tournament begins. 

. Average of 10 releases regarding tournament. 

. Plan public relations program to coincide with advertising 
schedule. ( Very Important! . 

. Coordinate with promoter to report promotions. 

. Set up and supervise one (or two) media day(s). 

. Place at least two column notes per month that come from the 
SOURCE. 

Contact promoter weekly regarding the status of the tournament 
publicity. 

. Wrap-up tournament with a special release. 

Each affiliate should formulate a strategic year-round publicity 
plan following this outline. It should be submitted to the 
New York office no later than 120 days before the start of the 
tournament. 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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VIRGINIA SLIMS 
AFFILIATE 
CONTACT LIST 


/ 



ational/V. 


S, 


Championships 


V.S. of Phiiadelphia 


Cohn & Wolfe 
Kevin O'Keefe 
(212)598-3654 
Howard Pulchin 
(212)598-3643 
Brad Buyce 
(212)598-3603 
Jim Tsonkanos 
(212)598-3646 
John Krisiukenas 
(212)598-3620 
17th Floor 

225 Park Avenue South 
New York, NY 10003 
(212)598-3665 (Fax) 

V.S. Newport Invitational 


Rebecca Ayars Public Relations 
Rebecca Ayars 
Carole Morganti 
38 Saddlebrook Drive 
Sewell, NJ 08080 
(609)589-8153 
(609)582-6209 (Fax) 

V.S. of Florida 

Tamera Herrod Public Relations 
Tamera Herrod 
Traci Herrod 

10190 Boca Entrada Blvd., 232 
Boca Raton, FL 33428 
(407)483-6541 
(407)483-6894 (Fax) 


Brotman & Associates 
Charles Brotman 


Kerry Bohen 

H 725 DeSales Street, N.W. 


Washington, D.C. 20036 
(202)296-7200 
(202)296-6341 (Fax) 


V.S. of Los Anaeles 


V.S. of Chicago 

Daniel J. Edelman, Inc. 
Andy Clark 
John Payne 
John Ruane 
211 E. Ontario Street 
Chicago, IL 60611 
(312)280-7000 
(312)280-7071 (Fax) 


The Robbins Group 
Marcia Robbins IS 
Ann Victor 17 
Susie Keanes 
18425 Burbank Blvd. 
Suite 506 

Tarzana, CA 91356 
(818)776-1244 
(818)776-1174 (Fax) 


V.S. of Houston 

Dancie Perugini Ware Public Relations 

Dancie Ware 

Ellen Weingarten 

Marta Fredircks 

3135 Texas Commerce Tower 

Houston, TX 77002 

(713)224-9115 

(713)224-3248 (Fax) 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 
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COORDINATION OF MEDIA DAYS 
(NAMED EVENTS ONLY> 


Player commitment for tournaments in the upcoming year is 
available from the WTA on approximately November 15. 

Player commitment information cannot be released earlier than 
120 days prior to the tournament. 

Each named event is allotted one primary media day. A 
secondary media day with a lesser known player can be arranged 
(e.g., for the draw), if needed. The Virginia Slims 
Championships is allotted two or three days. 

It is the responsibility of the Program Administrator to 
ensure that the public relations affiliate and the promoter 
have communicated and reached a decision as to their first and 
second choice of a player and of a date. 

The first and second choices are related back to the Program 
Administrator who turns it over to a Public Relations Director 
to pursue. 

The Public Relations Director delivers the response directly 
to the public relations affiliate in a timely manner. 

The PR affiliate is responsible for scheduling a full, well- 
prepared media day(s) and for submitting a tentative schedule 
to the Program Administrator 48 hours before the day. 

The player's fee and expenses are paid directly by the New 
York office. 
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Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 



COORDINATION OF MEDIA ROOM ACTIVITIES 


Computer 


Set up by affiliate. 
Source Reports 


Written and _ 

assistance from 


transmitted nightly on Slimstat by affiliate with 
the on-site Puolic Relations Director. 


Input Draws 


. Draw(s) put into computer at beginning of week by the WTA 
representative on-site. 

• Draw is updated every day following matches. 

Player Interviews 

Affiliate presents lists of requests in advance of tournament. 
Public Relations Director on-site contacts players directly 
to request interviews and to organize logistics. 

• Grand SIam/Non-named events: WTA has primary responsibility. 

. Virginia Slims can orchestrate interviews at all non-named 

events if they are to advance an upcoming Virginia Slims named 
event. The Virginia Slims Public Relations Director must 
notify the WTA and KGF on-site person. 
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Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 



THREE MILLION DOLLAR VIRGINIA SLIMS CHAMPIONSHIPS 
NOVEMBER 12-18, 1990 
MADISON SQUARE GARDEN 

Ttie Season-Ending Finale for Women's Tennis and 
New York's Only Fall Tournament 

Media Office 
Cohn & Wolfe 
Bill Pendergast 
225 Park Avenue South 
New York, NY 10011 
212/598-3626 


APPLICATION FOR MEDIA CREDENTIALS 

MEDIA ORGANIZATION 


OFFICE ADDRESS_ 

OFFICE PHONE NIGHT PHONE 


Please check appropriate organization description : 

Daily Newspaper _ Wire Service _ 

Weekly Magazine _ Radio _ 

Magazine _ _ Television _ 

Tennis Publication _ Photo Agency _ 


REQUEST CREDENTIALS FOR THE FOLLOWING REPRESENTATIVE(S) : 
(Check Working Press or Photo): 



Press 

Photo 

Press 

Photo 

Press 

Photo 

Press 

Photo 


DATES CREDENTIALS REQUESTED (Please Check): 

All sessions _ Thurs., Nov. 15 at 6:00 

Mon., Nov. 12 at 5:00 _ Fri., Nov. 16 at 6:00 

Tues., Nov. 13 at 5:00 _ Sat., Nov. 17 at Noon 

Wed., Nov. 14 at 5:00 _ Sun., Nov. 18 at 1 p.m. 


MEDIA ROOM EQUIPMENT/SERVICE REQUESTS (Please Check): 

Manual Typewriter _ Fax Service _ 

Telecopier _ (Circle) Daily M T W Th F Sa Sn 

Electric Outlet _ Approx. Time Service Needed _ 


(TURN OVER) 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 
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TELECOMMUNICATIONS INFORMATION 


Do you wish to order a telephone line?_ 

Do you wish to move your (or your organization's) existing phone 
line at the Garden?_ 

Will you need a telephone set?_ 

If YES to any of the above, please contact Emily Fortunato at 
Madison Square Garden: 212/465-6255. All phone orders must be 
placed by Monday, October 1. Madison Square Garden will handle 
all orders for telephone lines and equipment. There is no need 
to contact New York Telephone or AT&T for telephone service. 

Will you bring your own computer terminal?_ 

Would you prefer your telephone/terminal/broadcast location in 
the media work room?__ 

If NOT , please specify requested location:_ 

OTHER REQUESTS OR INFORMATION 


GENERAL INFORMATION 

* This application must be received by October 19, 1990 

* Phone information must be called in to Emily Fortunato at 
Madison Square Garden by October 1, 1990 . 

* Media credentials will be confirmed in writing with 
instructions for pick-up at Madison Square Garden. Credentials 
cannot be provided to freelance reporters or photographers, 
unless assigned in writing by the organization on its 
letterhead. 

* Media credentials are non-transferable and are subject to 
tournament regulations and approval. 

* Television stations must contact the Virginia Slims 
Championships media office before TV Crews will be permitted 
into the Garden. Please be advised that TV crews may be 
limited to the media interview room. 

* Storage lockers will be provided for photographers. 
Photographers must bring their own locks. 

I authorize this request for media credentials and certify that 

the people listed are employed by my organization and are 

assigned to cover the Virginia Slims Championships. 


Authorized Signature 

_ __ 4 > 

Title Date © 

o 

03 
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Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 



MEMHANDM 



To: 

From: 

Subject: 

Date: 


All KGF Tournament Directors 
JOAN PENNELLO 
Tournament Food 
February 20, 1991 



Enclosed is a listing of proper foods the WTA would encourage you to have 
available on-site. This menu was approved by the WTA Board of Directors 
and developed by Julie Anthony. 


We appreciate your cooperation. 






WTA 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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TOURNAMENT FOOD 



2 / 11/91 


The goal of having food for the players at the tournament site is to supply the players with 
their energy need (calories) and help them maintain their hydration levels. Because players 
will eat or drink virtually anything when they're hungry, thirsty, or nervous, it would be 
extremely helpful if the tournament could supply only foods and fluids that would be healthful, 
and not foods that provide "empty" calories. 

A healthy diet for athletes, and people in general, is one high in complex carbohydrates, low 
in fat, and with a moderate amount of protein. In addition, since water is the main ingredient 
lost in sweat, pure drinking water should be made very available at all times. Accordingly, 
below is a list of foods and beverages that would fulfill the above goals. 

BREADS 


Whole wheat 
French 
Italian 
Pita 

Cinnamon raisin 
Bagels 

Crackers: Triscuits, Wheat Thins, Ry Crisp, Saltines 
Low sugar cereals 


FRUITS AND VEGETABLES 


Fresh Fruit salad 
Dried Fruits 
Whole fresh fruits 
Fresh cut raw vegetables 

Salad Bar: tomatoes, potatoes, lettuce, cucumbers, mushrooms, carrots, peas, 

beans, etc., with oil and vinegar based dressing 


PROTEIN 

Chicken 

Turkey 

Fish e.g., tuna, salmon, halibut 
Hard cheeses 
Non-fat yogurt 
Hard-boiled eggs 
Non-fat milk 


BEVERAGES 

Bottled water 
Mineral water 
Fruit juices 

Carbohydrate feeding drinks e.g., MAX, Exceed 


MISCELLANY 


Pasta with tomato sauce or olive oil or plain 

Baked potato 

Rice 

Broth-based soups, e.g., onion, minestrone, chicken noodle 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


2041003023 



2041003024 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 










VIRGINIA SLIMS CHAMPIONSHIPS 
CHECKLIST 


TRANSPORTATION 

. Manager, Virginia Slims Tennis, contacts Transportation 
Director who will handle all details prior to and during 
event. 

. Virginia Slims staff set up policy guidelines including 
specific lists of guests who will be provided 
transportation. 

. See Transportation Letter of Agreement for specific details 
of job responsibilities. 


HOTEL 


. All details handled by Manager, Operations. 
TICKETS 


. Manager, Virginia Slims Tennis, oversees all aspects. 

. Director, Event Marketing, and Ellen Merlo establish policy 
on ticket requests. 

. Tickets are obtained from promoter by October 15. 

All tickets distributed through New York office by Shari 
Barman and Coordinator, Operations. 

. Match tickets: Create for each session, 10 seats (see 
graphic). 

ADVERTISING 

. Manager, Virginia Slims Tennis, submits creative brief to 
Leo Burnett in January. 

. Preparation for national publications should be done 
by the end of April. 

. Promoter submits media schedule to Manager, Virginia Slims 
Tennis by June 1. 

. See Advertising section of Procedures Manual. 

PUBLIC RELATIONS 

. All details handled by Program Administrator, and 
affiliate. 

. Media days: Two or three media days are allocated to the 
Championships. Program Administrator, Public Relations 
Director and affiliate coordinate all details. 

. Press conference at the Official hotel first Monday of 

tournament. All singles players must attend; doubles players 
are invited to attend. 

. Credentials: All media credentials distributed through 
affiliate. 

. On-site Media Room: Local affiliate sets up and main¬ 
tains media room. 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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VIRGINIA SLIMS CHAMPIONSHIPS CHECKLIST 
(Pace two) 


HOSPITALITY 
On-Site: 


. Hospitality Area is located in MSG Rotunda. 

Steve Gallagher handles all details of setting up pipe and 
draping, furniture, food, bar, plants, etc., with final 
approval of every element from New York office (due by 
September 15 ). 

. Shari Barman and Annalee Thurston coordinate with 
Steve Gallagher. 

Affiliates 

. Affiliates are invited (at their own expense) to attend the 
finals week-end, with tickets to the matches provided by 
Virginia Slims. 

. Program Administrator handles all details. 

Player Check-In 

. Hospitality Suite set up at hotel on the Sunday prior to the 
tournament for Player check-in. 

Annalee Thurston to handle all details. 

. Annalee Thurston produces information card with Player 

Check-In details to be handed out at the two tournaments 
immediately preceding the Championships. 

. Annalee Thurston produces large "Schedule of Events" board, 
directional signage, raffle and other signs as need in Art 
Department. 

. Arrangements must be made for a pianist, flowers, 

food/beverage, raffle items, media training and beauty salon 
sign-up sheets. 

Saturday Evening Function 

. Held at the Official hotel following the semifinals. 

. Shari Barman and Annalee Thurston handle all details. 

. Use VS Reception signs (2) from information signs kit. 

Banquet 

. Shari Barman and Annalee Thurston are point persons. 

. Held the final Sunday evening at the Pierre Hotel. 

. Steve Gallagher handles all details with Barman/Thurston and 
final approval from the New York office. 

. Table gift to be produced by New York office - 400 pieces. 

. Annalee Thurston updates the guest list, to be approved by 

New York office. 

. Invitations to be created and produced by Art Department and 
mailed by New York office. 

. All RSVP's handled by New York office. 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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VIRGINIA SLIMS CHAMPIONSHIPS CHECKLIST 
(Page three) 


SITE SET-UP 


. Manager, Operations coordinates with promoter, Steve 
Gallagher and NY Decorating Company. 

. Center court (see attached diagram). 

. See attached for VS banners produced (graphics also 

attached) and other on-court signage. 

CHECK PRESENTATIONS 

Singles 

. Group Manager or Director makes presentation. 

. Program format to be outlined and communicated to promoter 
and presenter by Manager, Operations. 

. Manager, Operations, writes Manager’s speech. 

Doubles 


. Manager, Virginia Slims Tennis, makes presentation. 

. Program format to be outlined and communicated to promoter 
and presenter by Manager, Operations. 

Manager, Operations, provides notes for Manager, Virginia 
Slims Tennis', speech. 

SALES FORCE 

. Coordinator, Operations corresponds (see Communications to 
Sales Force). 

Tickets (based on meeting with Division Manager). 

. Party: On-site (see Communications to Sales Force), 
coordinated by Trade Relations. 

SPECIAL INVITATIONS TO GUESTS 

. Update list of International Tournament Promoters and 
Directors of non-named events to invite (see lists 
attached). 

. Manager, Virginia Slims Tennis, sends letter of invitation 
by September 15, but indicates that no expenses are picked 
up by Virginia Slims. Match tickets, on-site 
Hospitality Suite and Banquet invitations will be provided 
only. 

. Manager, Virginia Slims Tennis, invites all named event 
promoters and all named event promoters (see attached 
letter) following U.S. Open. (Faxes should be sent, followed 
by the hard copy). 

. Each named event promoter is reimbursed one round-trip, 

coach air fare plus three hotel nights (Friday, Saturday and 
Sunday). Room and tax only are picked up by Virginia Slims 
(master bill). 

P.O.S. MATERIALS 

. Special materials produced. Coordinator, Operations 

coordinates with promoter beginning in February. 

. Review materials with promoter before final production. 

. See attached list . 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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VIRGINIA SLIMS CHAMPIONSHIPS CHECKLIST 
(Page four) 


TOURNAMENT MATERIALS 


. Coordinator, Operations, produces all materials. 

. Letterhead and envelopes needed immediately following event 
for next year. 

PRO SHOP 


Coordinator, Operations, handles all details. 

. Coordinated with Bernie Herman concessionaire. 

. Promoter uses two booths. 

OTHER SIGNAGE 

. Remainder of facility signage, other than banners, 

coordinated by Coordinator, Operations, Manager, Operations 
and promoter. 

Section seating signs: Coordinate with promoter. 
Coordinator, Operations, produces. 

. Player seats (match tickets): Identify, produce tickets and 
give to WTA Tour Director on-site. Coordinator, Operations 
produces. 

ARRIVAL KITS/GOODY BAGS 

Put together by entire staff week-end before event. 

Player bags are distributed in the hotel Player Check-In 
suite on Sunday or by the Transportation/Concierge Desk. 

VIP bags are distributed by the Transportation/Concierge 
Desk or at the MSG hospitality area. 

• Contents (see attached list). 

• Leave card (to be received upon check-in) at hotel 
registration desk with instructions to go to Hotel 
Hospitality Suite, MSG Hospitality area or Transportation 
Desk to pick up. 

. Prepare master checklist for Player Concierge Desk. 

. Get a room or closet in the hotel for storage. 

. Information Booklet compiled and produced by Annalee 
Thurston. 

. Goody bags and contents produced by New York office. 
PLAYER-RELATED FUNCTIONS 

• Coordinator, Operations, produces "check-in" card, inviting 
players to Sunday Welcome Buffet and listing week-long 
player activities. 

. Manager, Operations and Public Relations Directors 

distribute card in two tournaments immediately preceding the 
Championships. 

Manager, Operations creates player fact sheet (the WTA does 
not do one for the Championships) and distributes it during 
the two tournament weeks immediately preceding the 
Championships. 

• The fact sheet is sent to players not playing in these two 
events. (Manager, Operations) 

. Manager, Operations contacts 17th alternate player 
according to specific guidelines (see policy). 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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VIRGINIA SLIMS CHAMPIONSHIPS CHECKLIST 
(Page five) 


CREDENTIALS 


Produced by Coordinator, Operations. 

See separate page in Procedures Manual for list and 
quantities of credentials created. 

Produce Badge Boards for site. 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 





VIRGINIA SLIMS CHAMPIONSHIPS 
P.O.S./TOURNAMENT MATERIALS 


P.O.S. MATERIALS 


• Poster 

. Counter card 

. Brochure 

. Magazine insert 

. Spectator drawsheet 

. Program cover 

TDI 


TOURNAMENT MATERIALS 


. Telephone number cards 

. VS Championships banners 

. Credentials 

. Numbers/1etter for seating areas (purchase at art store) 

. Credential boards (include both sides of telephone information 
card) 

. Information book 

. Match tickets 

. Ticket Vouchers 

. Media meal chits 

. Note to all players/VIP for Welcome Bag pick-up 
. Player check-in information card 
. Employee Lottery information 

Employee Discount information 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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VS CHAMPIONSHIPS MATERIALS 
(Page two) 


SIGNAGE (See graphics) 


Player Check-In 

* PLAYER CHECK-IN (2) with arrows 

* VIRGINIA SLIMS THEATRE RAFFLE (1) 

* PLAYER SCHEDULE OF ACTIVITIES (1) 

For Hotel 

* PLAYER CONCIERGE (1) 

* PLAYER CONCIERGE (when they are at the site) (1) 

* VIRGINIA SLIMS BEAUTY SALON (1) 

* TRANSPORTATION (for desks, cars and shuttle buses) (use signs 
from information sign kits) 

Media Center 


* WOMEN (2) 

* MEN (2) 

* NO CANS OR BOTTLES IN THE ARENA (1) 

* MEDIA OLNY (2) 

* MEDIA DINING ROOM (2) 

* WORKING MEDIA AREA (3) 

* INTERVIEW ROOM (2) 

* WELCOME TO THE VIRGINIA SLIMS CHAMPIONSHIPS MEDIA BREAKFAST(1) 

* WELCOME TO THE VIRGINIA SLIMS CHAMPIONSHIPS DRAW LUNCHEON (1) 

* WELCOME TO THE $3 MILLION VIRGINIA SLIMS CHAMPIONSHIPS MEDIA 
CENTER (2) 

* CREDENTIAL PICK-UP (2) 

* VIRGINIA SLIMS CHAMPIONSHIPS (Podium sign with room for 
decal)(4) 

On-Site 


Section seating signs...C, D, E, DD, F, FF 
Badge Boards (35) 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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VIRGINIA SLIMS CHAMPIONSHIPS 


CREDENTIAL 



TELEPHONE CARD 


3V4" 


4 5 /e" 



RED COPY 


BLUE COPY 
AND YEAR 

RED LOGO 
RED COPY 


v_a_y 


The $3,000,000 


VIRGINIA SLIMS CHAMPIONSHIPS 

Madison Square Garden 


November 12-18, 19*1 


Hotel: UNPIaaa 

355-3400 

Virginia Slims — NY Office 


Ina Broeman 

878-2836 

Deane Weissman 

880-3476 

Shan Barman;Anne Person 

878-2266 

Anna lee Thurston 

878-2778 

Madison Square Garden 


Virginia Slims Office 465-6430*2430* 

Kraft General Foods Office 

465-6432 

Media Center Virginia Sums/ 


Cohn* Wolfe 465-5895/5896 

Media Center Kraft General Foods 

465-5899 

Virginia Slims Hospitality 465-6434i2434*/243i * 

Tournament Office 

465-6500 

WTA 

465-643! 

Transportation 


UN Piaza Transport Desk 702-5104/5106 

(inside hotel, dial last 4 digits only) 


Madison Square Garden Transport Desk 


(Employee entrance — 8 Penn Plaaai 465-6433/2433* 

Player Concierge - UN Ptaxa 

702-5106 

•in-nouse extension numbers 




FRONT 


BACK 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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VIRGINIA SLIMS CHAMPIONSHIPS 
_SIGNAGE _ 


12 " 


PLAYER 

CHECK-IN 


18" 


VIRGINIA SLIMS 
BEAUTY SALON 


18" 


BLACK COPY ON WHITE VARNISHED FOAMCORE. BLACK COPY ON WHITE VARNISHED 

ONE TO BE USED ON AN EASEL. (1) FOAMCORE TO BE USED ON AN EASEL. (1) 

ONE TO HAVE A SELF-STICKING BACK. (1) 

BOTH NEED TO HAVE SELF-ADHESIVE BLACK ARROWS. 


12 " 


VIRGINIA SLIMS 
OFFICIAL JEWELER 

ROOM_ 


18" 


BLACK COPY ON WHITE VARNISHED FOAMCORE 
TO BE USED ON AN EASEL. (2) 

SELF-ADHESIVE BLACK ARROWS ARE ALSO PRODUCED. 
THE NAME OF THE JEWELER CAN ALSO 
BE INCLUDED ON THE SIGN. 


PLAYER CONCIERGE 
can be reached at 
Madison Square Garden 

12" 

PLAYER 

CONCIERGE 

(Phone Number) 



18" 


18" 


SELF-STANDING HORIZONTAL SIGNS WITH BUCK COPY 
ON WHITE VARNISHED FOAMCORE. (1 OF EACH) 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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VIRGINIA SLIMS CHAMPIONSHIPS 


PLAYER SCHEDULE OF ACTIVITIES SIGN THEATRE RAFFLE SIGN 


6 ’ 


VIRGINIA SLIMS CHAMPIONSHIPS 
PLAYER SCHEDULE OF ACTIVITIES 


Monday, Nov. 12 

10:00 am Media Breakfast 
Pierre Hotel 


5:00 Virginia Slims Hospitality 

Rotunda, Madison Square Garden 


5:45 Matches Begin 


1 


(LIST ADDITIONAL ACTIVITIES AS APPROPRIATE 
THROUGH ENTIRE WEEK) 


4’ 


VIRGINIA SLIMS 
THEATRE RAFFLE 


• Aspects of Love 
• Phantom of the Opera 
• Les Miserables 

(Wednesday Matinee) 

Please make your selections, 
in order of preference, and 
drop into the Silver Bowl. 


12 " 

SELF STANDING VERTICAL SIGN WITH BLACK COPY 
ON WHITE VARNISHED FOAMCORE. (1) 


SELF STANDING VERTICAL SIGN WITH BLACK COPY 
ON WHITE VARNISHED FOAMCORE. (1) 


frSOEOOlt-OZ 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 





VIRGINIA SLIMS CHAMPIONSHIPS 


MEDIA CENTER 
MEDIA DINING PASS 


RED LOGO 

2V4" 

RED LINES 

3 7 /s" 

RED AND BLUE IMPRINT ON 
WHITE HEAVY COATED STOCK 

INTERVIEW BANNER 

PRINTS WHITE COPY AND RED (PMS 200) BARS ON DARK BLUE (PMS 280) NYLON. 

VIRGINIA SLIMS VIRGINIA SLIMS VIRGINIA SUMS 

CHAMPIONSHIPS CHAMPIONSHIPS CHAMPIONSHIPS 

VIRGINIA SLIMS VIRGINIA SLIMS 

CHAMPIONSHIPS CHAMPIONSHIPS 3 > 

VIRGINIA SLIMS VIRGINIA SLIMS VIRGINIA SUMS 

CHAMPIONSHIPS CHAMPIONSHIPS CHAMPIONSHIPS 

VIRGINIA SLIMS VIRGINIA SLIMS 

OIAMPIONSHIPS CHAMPIONSHIPS 

5’ 



Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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VIRGINIA SLIMS CHAMPIONSHIPS 
MEDIA CENTER SIGNAGE 


PODIUM SIGN 


• VIRGINIA SLIMS CHAMPIONSHIPS (4) 
(LEAVE ROOM FOR DECAL) 


BLACK COPY ON WHITE 
VARNISHED FOAMCORE 


VIRGINIA SLIMS 
CHAMPIONSHIPS 


14" 


INTERVIEW 

ROOM 


22 " 

• INTERVIEW ROOM (2) 

• CREDENTIAL PICK-UP (2) 


WOMEN 


12 " 


16" 

• WOMEN (2) 

• MEN (2) 


MEDIA 

ONLY 


16" 


16" 

• NO CANS OR BOTTLES 
IN THE ARENA (1) 

• MEDIA ONLY (2) 


WORKING 
MEDIA AREA 


26" 


22 " 


BLACK COPY ON WHITE 
VARNISHED FOAMCORE 


• MEDIA DINING ROOM (2) (IN SCRIPT) 

• WORKING MEDIA AREA (3) 


WELCOME 
TO THE 

VIRGINIA SLIMS 
CHAMPIONSHIPS 
MEDIA BREAKFAST 


VERSIONS: 

• WELCOME TO THE VIRGINIA SLIMS CHAMPIONSHIPS 
MEDIA BREAKFAST (1) 

• WELCOME TO THE VIRGINIA SLIMS CHAMPIONSHIPS 
DRAW LUNCHEON (1) 

• WELCOME TO THE $3 MILLION VIRGINIA SLIMS 
CHAMPIONSHIPS MEDIA CENTER (2) 


36" 


BLACK COPY ON WHITE VARNISHED FOAMCORE. 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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VIRGINIA SLIMS CHAMPIONSHIPS 
MATCH TICKETS 


4'U" 


MATCH 1 

MATCH 3 

MATCH 1 

MATCH 1 

MONDAY. NOVEMBER 12. 1990 

TUESDAY, NOVEMBER 13, 1990 

THURSDAY, NON’EMBER 15.1990 

SATURDAY. NON'EMBER 17,1990 

MATCH 2 

MATCH 4 

MATCH 2 

MATCH 2 

MONDAY. NOVEMBER 12.1990 

TUESDAY. NON'EMBER 13.1990 

THURSDAY. NON’EMBER 15.1990 

SATURDAY, NON EMBER 17,1990 

MATCH 3 

MATCH 1 

MATCH 3 

MATCH 3 

MONDAY, NOVEMBER 12.1990 

WEDNESDAY. NON EMBER 14.1990 

THURSDAY. NON EMBER 15.1990 

SATURDAY NOVEMBER 17.1990 

MATCH 4 

MATCH 2 

MATCH 1 

PINAL 

MATCH 

MONDAY. NOVEMBER 12. I9<K) 

WEDNESDAY. NOVEMBER 14,1990 

1R1DAY. NOVEMBER Hi. 1990 

SUNDAY NOVEMBER 18,1990 

MATCH 1 

MATCH 3 

MATCH 2 


TUESDAY NOVEMBER I t, HHH) 

WEDNESDAY. NON’EMBER 14.1990 

1 RID AY NOVEMBER Hi. 1990 


MATCH 2 

MATCH 4 

MATCH 3 


rn.SDAY NOVEMBER U. 1<HX> 

WEDNESDAY NOVEMBER 14. 1990 

I RIDAY NOVEMBER Hi. 1990 





3 5 /e" 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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VIRGINIA SLIMS CHAMPIONSHIPS 
Credentials 


TITLE/COLOR/ACCESS AREAS 

Red-Al1 Access 

STAFF 

VIP 

PLAYER 
MEDIA STAFF 
LOGO only 
VENDOR 

(except VS Hospitality) 
TV 

(except VS Hospitality) 


QUANTITY GIVEN TO 


250 

250 


100 


.VS below Manager 
•Tournament (100) 

. Promoters 
.VS/PM Mgr.& above 
. Affiliates 
.Special cases 

•Players 


50 


.B.Hannan 


50 


. Emergency 


100 .Tournament(90) 

50 .Tournament 


Blue -All Access Except Media Center 

PLAYER GUEST 250 .Player guests 


GUESTS 200 .Distributed by VS 

DAILY GUEST(Paper) 300 .For VS Hospitality(Daily) 


Green - Tunnel Only— 

-No Rotunda/Media 

Center/VS Hospitality 

UMPIRES 

100 

.Tournament(95) 

BALLPERSONS 

125 

.Tournament(120) 

SPECIAL GUESTS 

100 

.Tournament VIPs(95) 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 
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VIRGINIA SLIMS CHAMPIONSHIPS 
Credentials 
(Page two) 


Gold - Media Center Only 


MEDIA 

300 

.B. 

Hannan 

PHOTOGRAPHER 

150 

.B. 

Hannan 

MEDIA/DAILY (Paper) 

250 

.B. 

Hannan 

PHOTOGRAPHER/DAILY (Paper) 

150 

-B. 

Hannan 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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PHILIP MORRIS USA 


_ INTEROFFICE CORRESPONDENCE 

120 Park Avenue, New York, NY 10017 


TO: 


Distribution 


FROM: 


Nancy Zimbalist 


DATE: October 23, 1989 


SUBJECT: Virginia Slims Championships Banners 


We will be using the following banners for the 1990 Virginia 
Slims Championships. 


Total 

Otv 

Banner 

Framed/ 

Unframed 

Location 

1 

4' X 7 7 

VS Champs 

Unframed 

Media Center 

1 

43” X 70' 

VS Champs 

TO BE CREATED 

Unframed 

(1 to hang with flags 
next to scoreboards) 

2 

5 7 X 15” 

VS Champs 

1 Framed 

1 Unframed 

Adjacent to TV platform 

8 

3 7 X 7' 

VS Tennis 

2 Framed 

6 Unframed 

To come from VS office 

2 

3 7 X 12 7 

VS Champs 

Unframed 

Outside/hospitality 

6 

3 7 X 25 7 

VS Champs 

Framed 

On-court 

6 

3' x 7 7 

Phar-Mor 

Framed 

On-court 

2 

3 7 X 7 7 

KGF World Tour 

Framed 

On-court 


Masta will provide Brian Occhino (New York Decorating) with all 
our banners the week of October 29. Brian will make the frames 
the week of November 1 and start setting up at the Garden 
November 8. 


Distribution 

C. Bassignana 
S. Barman 
S. Gallagher 
B. Occhino 
A. Person 
Weissman 
I. Broeman 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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□ □□ 


VIRGINIA SLIMS CHAMPIONSHIPS 
COURT SET-UP 



Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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VIRGINIA SLIMS CHAMPIONSHIPS 


NAMED EVENT PROMOTER INVITATION LETTER 



PHILIP MORRIS 

U.S.A. 

120 PARK AVENUE, NEW YORK, N.Y. 10017 TELEPHONE (212) 880-5000 


October 5, 1990 


George Liddy 

Liddun International 

2929 East Commercial Blvd., #610 

Ft. Lauderdale, FL 33308 

Dear George: 

It is nearly time once again for the Virginia Slims 
Championships, to be held at Madison Square Garden in New York 
City, November 12-18. 

We are again pleased to offer you one round-trip airfare (coach 
class) and a complimentary room at the UN Plaza Hotel for three 
nights, Friday, November 16 through Sunday, November 18. Room 
and tax will be paid directly by Virginia Slims; you will be 
responsible for incidentals. 

Of course, we also invite you to be our guest at the matches for 
the final weekend. Please hold the evening of Sunday, November 
18 open for the annual Virginia Slims Championships Awards 
Banquet. 

Please make your own airline reservations and submit the original 
ticket receipt (last page of the ticket) to us not later than 
December 14, 1990 to receive reimbursement. 

Please contact Anne Person or me by October 19 to let us know 
that you will be joining us for the matches and festivities. 

George, we hope you will be part of the celebration at this 
year's Virginia Slims Championships. 

Sincerely, 

( __ 

Deane Weissman 
Manager, Event Marketing 
Virginia Slims 


cc: I. Broeman 
A. Person 


MARLBORO BENSON 1 HEDGES MERIT VIRGINIA SUMS f*RUAMENT LIGHTS PLAYERS SARATOGA CAMBRIDGE ALPINE MULTIFILTER 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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VIRGINIA SLIMS CHAMPIONSHIPS 
INTERNATIONAL TOURNAMENT DIRECTORS & PROMOTERS 

INVITATION LIST 
(Primary Events Only) 


Mr. Franco Bartoni 
Italian Tennis Federation 
Viale Dei Gladiatori 31 
00194 Roma, Italy 

Mr. John Beddington 
c/o Canadian Tennis Association 
3111 Stells Avenue West 
Downsview, Ontario M3J 342 
Canada 

Mr. Patrice Clerc 
Director, French Open 
Championships 
French Tennis Federation 
Stade Roland Garros 
2 Avenue Gordon Bennett 
75016 Paris 
France 

Mr. Dieter Fischer 
Tennis Club TS4 Filderstadt 
Sportzentrum Platten Hardt 
7024 Filderstadt 4 
West Germany 

Mr. George Hendon 
Dale Place, Rake, Liss 
Hampshire GU33 7JF 
England 

Mr. John Feaver 

The Lawn Tennis Association 

Barons Court 

London, W14 9EG 

England 


Mr. Gunther Sanders 
Leisewitzstrabe 26 
D-3000 Hannover 1, 

West Germany 

Mr. Phil de Picciotto 
Advantage International 

1025 Thomas Jefferson S. 
Suite 450 

Washington, D.C. 20007 

Mr. Colin Stubs 
LTAA 

55 Commercial Road 
South Yarra 3141 
Australia 

Mr. Eberhardt Wensky 
LTCC "Rot-Weiss" - e.v. 
Gottfried von Cramm 
WEG 47-55 
D-1000 Berlin 33 
West Germany 

Mr. Jack Butefish 
Group Dynamics, Inc. 

2601 Ocean Park Avenue #309 
Santa Monica, CA 90405 


Mr. Kobayashi 
Dentsu, Inc. 

1-11 Tsukiju, Chuo-ku 
Tokyo 104, Japan 


Mr. John Curry 

All England Lawn Tennis & Croquet Club 
Church Road 
Wimbledon, Enel and 


oi 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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VIRGINIA SLIMS CHAMPIONSHIPS 

1990 HOSPITALITY INVITATION LIST 

DOMESTIC NON-NAMED EVENT TOURNAMENT PROMOTERS 
(Tennis Tickets/Banquet/On-Site Hospitality Only) 


U.S. HARDCOURT 
San Antonio, Texas 


JOANN CELLA 
MIKE BURNS 


LIPTON INTERNATIONAL CLIFF BUCHHOLZ 

PLAYERS CHAMPIONSHIPS BUTCH BUCHHOLZ 

Key Biscayne, Florida 


FAMILY CIRCLE CUP 
Hilton Head Island, 
South Carolina 


JACK JONES 
JOHN MORENO 
DEDE PATTERSON 
CHUCK TOWNSEND 


BAUSCH & LOMB 
Amelia Island, 
Florida 


CAPITAL SPORTS 
BOB ARRIX 


U.S. OPEN JOANN CELLA 

Flushing Meadows, New York MARSHALL HAPPER 


MAZDA TENNIS CLASSIC JANE STRATTON 

San Diego, California RAQUEL GISCAFRE 


WESTCHESTER LADIES CUP CHRIS BOYER 

Westchester, New York 


OTB OPEN NITTY SINGH 

Schenectady, New York 

ARIZONA CLASSIC TRISH FAULKNER 

Phoenix, Arizona 


JELL-0 TENNIS CLASSIC 
Indianapolis, Indiana 


BARBARA WYNNE 
ANN SCHAEFER 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 



VIRGINIA SLIMS CHAMPIONSHIPS 


NON-NAMED EVENT PROMOTER INVITATION LETTER 



PHILIP MORRIS 

U.S.A. 

120 PARK AVENUE. NEW YORK, N.Y. 10017 TELEPHONE (212) 880-5000 


October 9, 1990 


Jane Stratton 
Promotion Sports, Inc. 

P.O. Box 2271 
Delmar, CA 92014-1571 

Dear Jane: 

It is nearly time once again for the Virginia Slims 
Championships, to be held at Madison Square Garden in New York 
City, November 12-18. 

Virginia Slims would like to invite you to be our guest at the 
matches for the final weekend. Please hold the evening of 
Sunday, November 18 open for our annual awards banquet. 

Please fax Anne Person or me (212-922-1462) by October 19 to let 
us know that you will be joining us for the matches and 
festivities. 

Jane, we hope you will be part of the celebration at this year's 
Virginia Slims Championships. 


Sincerely, 



Deane Weissman 
Manager, Event Marketing 
Virginia Slims 


cc: I. Broeman 
A. Person 


MARLBORO BENSON t HEDGES MERIT VIRGINIA SUMS PARUAMENT LIGHTS PLATERS SARATOGA CAMBRIDGE ALPINE MUtflFILTER 

Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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WELCOME LETTER 



November 11, 1990 


Dear Players and Guests: 

All of us at Virginia Slims welcome you to New York for the 
1990 Virginia Slims Championships at Madison Square Garden. 

Throughout the week, activities are planned to spotlight 
women's tennis. We are delighted that you are here for this 
prestigious tournament marking the culmination of an 
exciting year in women's tennis. 

The tournament festivities begin on Monday, November 12th, 
with the Player/Media Breakfast at the Pierre Hotel. The 
week of match action and activities concludes with our 
Awards Banquet at the Pierre Hotel Sunday, November 18th. 

This booklet has been developed to provide information and 
answer any questions you may have concerning this year's 
Championships. If you need additional information, please 
feel free to contact any of us at Virginia Slims. 

Again, welcome to the Virginia Slims Championships and enjoy 
what promises to be a great week! 

...And a special “Good Luck" to the players. 

Sincerely, 

(Hh& — 

Ina"w. Broeman 

Group Manager, Event Marketing 
Vir&inia Slims 

Deane Weissman 
Manager, Event Marketing 
Virginia Slims 


.Source: .littps://wwAflLindustrydocuments.ucsf.edu/docs/mi^lQO£^ 
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LETTER TO PLAYERS ACCOMPANYING GIFT 


November 7, 1990 


Dear Mary Joe: 

We are delighted to welcome you and congratulate you on 
qualifying for the 1990 Virginia Slims Championships. It is an 
achievement to be proud of and we share that pride in your 
year-long effort. 

As a small way of commemorating your qualifying, enclosed is a 
memento marking the occasion. 

We are looking forward to welcoming you to the Virginia Slims 
Championships at the Player Check-In on Sunday night in Suite 
2935 at the UN Plaza. This is where you need to pick up your 
credentials. When you stop by you become eligible to win 
Broadway theatre tickets. 

In preparing for the week, keep in mind the Media Breakfast on 
Monday morning. And the Virginia Slims Championships Awards 
banquet on Sunday night, November 18 features a special 
performance by Taylor Dayne. It will be a fun and exciting 
evening and we know you'll have a great time. 

Again...congratulations! 

Besjt regards, 

Deane Weissman 
Manager, Event Marketing 
Virginia Slims 

cc: Ina Broeman 
Anne Person 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


2041003047 


VIRGINIA SLIMS CHAMPIONSHIPS 


ARRIVAL KITS 


Virginia Slims Championships bag (produce) - 400 
Information booklet (produce) - 400 
Credentials (produce) 

Program (get from Promoter) - 400 
Pen 

Notepad 

Telephone card (produce) 

T-shirt (Championships graphic) 

Luggage tag 

Chain for credentials 

Other items to be determined 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwl0000 
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VIRGINIA SLIMS CHAMPIONSHIPS 
HOTEL 


ALL RESPONSIBILITIES-MANAGER, OPERATIONS 

See Attached Copy of U.N. Plaza Contract 


Rooms 

* Room price determined by hotel based on Consumer Price Index 
with previous year as base figure. 

* Upgrade rooms for: Top 8 singles players and top 4 doubles 
teams (in other words, the seeded players). 

* Procure as many efficiencies and Tower kings as possible 
(for players and VIPs). 

* Use hotel floor plan to determine exact type of rooms. 

* Set aside block of 60-150 rooms per night. 

* Manager, Operations is the only contact person to reserve 
rooms for all guests. 

* Begin to make all reservations at least 4 weeks in advance 
for players, Virginia Slims staff, WTA, promoters and 
miscellaneous guests. Final room list is due two weeks 
before first night that room block begins. 

* Set up master billing and work closely with hotel to ensure 
proper rates are charged to each guest. 


Additional Hotel Needs 


Player Check-In -- Sunday before event, 5:00-9:00 p.m. Need 
large parlor or suite (UN Plaza-Suite 2935). Must be 
available by 9:00am. 

Promoter meetings. 

. Set aside a meeting room for two days at hotel. 
Coordinate with President of WPTTA. 


WTA Committee Meetings/Board Meetings. 

. Coordinate dates with WTA or committee chairperson. 
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VIRGINIA SLIMS CHAMPIONSHIPS - HOTEL 
(Page two) 


WIPTC Meetings. 

. Set aside meeting room for 2 days. Coordinate with the 
WIPTC Administrative Assistant. 

Cocktail Reception. 

. Suite 2935 on Saturday evening following the matches. 

Transportation Desk. 

. Located in the hotel lobby. Transportation Director 
arranges for tables, chairs, easels, telephone lines 
with the hotel contact. 

Player Concierge Desk. 

. Located adjacent to but separate from the 
Transportation Desk in the lobby. 

Jeweler. 

. Large room or suite for displays (paid for by jeweler). 

Beauty Salon. 

. Suite with a lot of mirrors for 2 (or 3) days, 9:00am- 
6:00pm. Retain this suite all week long for Player 
Concierge to sleep and use as storage for good bags and 
boxes. 
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RECEIVED 


UNITED 

NATIONS 

PLAZA 

HOTEL 

A PARK HYATT H O T F L 


SEP 1 9 1991 

DEANE WElSSMAfl 


September 14, 1990 

One Untied Nations Pla/a 
New York. New York 10017-$S7 

Ms. Ella Musolino-Alber Telephone m as im 

Mr. Bill Goldstein 

Virginia Slims Championships Tc '°''' 6803 

Sports Etc. Telefax ’1,2 70’ 5031 

2 Pennsylvania Plaza 
15th Floor 

New York, NY 10023 


Dear Ella: 


Dear Bill: 


Thank you for your interest in the United Nations Plaza Hotel, a Park Hyatt 
for the 1990-1994 Virginia Slims Tournament. 

At this time, the following arrangements are being held for you for the 1990 
event: 


Sleeping Room Accommodations 


Date Rooms 


Friday, November 9 20 
Saturday, November 10 40 
Sunday, November 11 65 
Monday, November 12 65 
Tuesday, November 13 80 
Wednesday, November 14 80 
Thursday, November 15 80 
Friday, November 16 90 
Saturday, November 17 90 
Sunday, November 18 80 


Departure date is Monday, November 19, 1990 

Additionally, 16 One-Bedroom suites and 3 Two-Bedroom suites are reserved for 
the following tentative dates: 
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United Nations Pla^a Hotel 


Ms. Ella Musolino-Alber - Mr. Bill Goldstein 
Page 2 - September 14, 1990 


Friday, November 9 8 One-Bedroom Suites 

1 Two-Bedroom Suite 

Saturday, November 10 8 One-Bedroom Suites 

2 Two-Bedroom Suites 

Total by Saturday, November 10 16 One-Bedroom Suites 

3 Two-Bedroom Suites 

We will also be providing 2 Two-Bedroom Suites, on a complimentary basis 
for Ella Musolino-Alber and Bill Goldstein. 

Rates 


Deluxe Accommodations 1990: 

$160.00 - Players and coach or family members. 

$180.00 - Guests 

All rates are exclusive of New York City Sales and Occupancy Taxes. 

Each player will be entitled to two rooms at the player rate ($160.00), 
one for herself and one for her coach or a family member. Additional 
rooms for players and others will be $180.00 

Deluxe Accommodations 1991-1994: 

Use 1990 rates as a base and increase not to exceed Consumer 

Price Index. 

Suites 


As agreed, we will provide sixteen (16) one bedroom suites for the 
players at the player rate of $160.00 and guests at $180.00. Two-Bedroom 
suites will be at the rate of $320.00 for players and $360.00 for guests. 

Reservations Procedure: 


A rooming list is due no later than October 12, 1990. Any rooms not 

picked up at that time will be released. Should additional rooms be 
required, they will be granted based on availability. 

Cynthia Poggi, our Group Sales Coordinator will be contacting Anne Person 
for the rooming list. 

Any revisions or cancellations to your rooming list after it has been 
received should be handled by Cynthia Poggi at 355-3400 extension 5310. 


204 <003052 
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Unitrd Nations Pla^a Hott*l 


Ms. Ella Musolino-Alber 
Page 3 - September 14, 


- Mr. 
1990 


Bill Goldstein 


Billing Instructions: 

All players, player's guests and most other guests will be responsible 
for all of their own charges. The only exceptions will be certain 
specific guests of Philip Morris whose room and tax charges, only, will 
be master billed. Each guest will settle their own incidental charges. 


Meeting Room Arrangements: 

The following meeting room arrangements are being held for you on a 
tentative basis: 


add* 


Date 

11/11/90 

11/13/90 

11/14/90 

11/15/90 


Time 


of People Rental 


Room 


10AM-9PM 30-40 

Player Welcome Buffet 

9AM-Onward 5-10 

Beauty Salon 

i 2 /i a ■'i&'hct'vtC. 'c, 

9AM-Onward 5-10 

Beauty Salon 


8AM-5P£J ’2£> 

Wp^tTWIPTC Meetings 

8AM-5PM ^O ZHlT" 


N/C 2935 

(includes set-up) 


$160.00 


One-Bedroom Suite*** 


. > )l Ml- 1 fa 4O AJ/C- A 6 t> 

N/C One-Bedroom Suite**’ 


11/16/90 

add \ [y/UfiHO 

117177 90 

^-.prWPPTA, WIPTC Meetings 


1 



c\& 


( f ‘d .o. J-, 

11/18/90 9AM-12N 25-40 

WPPTC, WIPTC Meetings 


11/18/90 3PM-7PM 




11/19/90 


Beauty Salpn . _ 

UJTd ed ZD 


<>r, 2 0 

Meeting 



N/C 

N/C 

NC 

N/C 

N/C 

N/C 

N/C 


Dag Hammarskjold 
Dag Hammarskjold 
Dag Hammarskjold 
Dag Hammarskjold 
One Bedroom Suite*** 

TBD 


be provided at the player rate. 

V /c 
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United Nations fMazi Motel 


Ms. Ella Musolino-Alber - Mr. Bill Goldstein 
Page 4 - September 14, 1990 


After we have received your signed copy of this letter, June Martinez, 
our Director of Catering will be contacting you to discuss the details of 
your meeting and deposit required. 

***The hours for the Beauty Salon and Media Training rooms listed above 
are for the functions only. Set-up will be done in advance. We will 
arrange to have the Beauty Salon and Media Training rooms very close. 


New Tennis Court 


The United Nations Plaza Hotel and Philip Morris agree to split 50/50 
the total cost of a new tennis court which amounts to approximately 
$25,000 ($12,500.00 - United Nations Plaza Hotel/$12,500.00 - Philip 
Morris). Should the condition of the court deteriorate in the future, 
both parties will make a joint decision to determine if the court is fit 
for professional play. The United Nations Plaza Hotel agrees to split 
50/50 the total cost of a replacement court. 

We understand that the new court will meet Virginia Slims specifications 
and the United Nations Plaza Hotel will select the color. 


Practice Time 


The on-site tennis court will be available exclusively for the Virginia 
Slims Championship players use during the following hours: 

Saturday, November 10 9AM-6PM 
Sunday, November 11 9AM-6PM 
Monday, November 12-Friday, November 16 7AM-7PM 
Saturday, November 17 9AM-1PM 

Virginia Slims Championship will pay $4,100. for the cost of the 82 
court-hours at $50.00 per hour. The practice court fee shall remain 
constant over term of agreement. 

Transportation 

All limousines and official Virginia Slims cars should be parked along 
East 44th Street from the Ambassador Grill entrance back to Second 
Avenue. Permits, if required, are to be arranged by your Transportation 
Director with the New York Police Department. 
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United Nation* Plaza Hotel 


Ms. Ella Musolino-Alber - Mr. Bill Goldstein 
Page 5 - September 14, 1990 


A tournament desk will be set up at the base of the hotel ramp, against 
the mirror back to back with the gift shop. The desk will be operative 
and staffed from Sunday, November 11 at 8:00AM until Monday, November 19 
at 3:00PM. We ask that only official Virginia Slims signs be displayed 
on easels. 

A rest area will be available in the Ambassador Grill hallway for drivers 
between shifts. 

A locked closet will be provided to store items during the day and over 
night. 

Virginia Slims will be responsible for the installation cost of the 
transportation desk telephones. Please advise us of your requirements. 

Complimentary Suites 

The United Nations Plaza Hotel will provide, on a complimentary basis, 2 
two-bedroom suites for eight nights during the tournament dates. 

Due Bill 


The United Nations Plaza Hotel will authorize a due bill in the amount of 
$7,500.00 per tournament to be applied toward any and all expenses 
incurred by the Virginia Slims Championship. Each due bill charge will 
be authorized by Ella Musolino-Alber or Bill Goldstein and must be 
consumed prior to the next years tournament. The Tennis Court cost 
installation fee and the hourly court charge is not included in this 
amount. A total of $4,100. of this due bill will be applied against the 
Philip Morris account. 

Trade Out 


The following has been mutually agreed upon by both parties: 


The Virginia Slims Championships would agree to utilize the United 

Nations Plaza Hotel as the "Official Hotel" for the next five Virginia 
Slims Championships (1990, 1991, 1992, 1993 and 1994). The United 

Nations Plaza Hotel would be used by the competing athletes, Virginia 
Slims Championships VIPs, Virginia Slims guests as well as Kraft/General 
Foods guests. 

The United Nations Plaza Hotel would have the right to fully promote and 
advertise the designation as the "Official Hotel" of the Virginia Slims 
Championships and the United Nations Plaza Hotel would receive the full 
cooperation and assistance of the Virginia Slims Championships in 
garnering publicity for the United Nations Plaza Hotel through media 
mentions, photo opportunities, etc. 

2041003055 
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Uniteti Nations Plaza Hotel 


Ms. Ella Musolino-Alber - Mr. Bill Goldstein 
Page 6 - September 14, 1990 


The United Nations Plaza Hotel would receive one (1) four seat box for 
all seven sessions of the Tournament. This will include corporate 
identification. on our box and admission to the Courtside Club, the 
exclusive hospitality area for box and series seat holders. 

The United Nations Plaza Hotel would receive one (1) full page 
advertisement in the Official Tournament Program. 

The United Nations Plaza Hotel would receive one full-page editorial in 
the Official Tournament Program. 

The United Nations Plaza Hotel would receive a special public address 
announcement highlighting the "Official Hotel" designation during each 
session of the Tournament. 

The United Nations Plaza Hotel would receive twenty (20) additional 
tickets to each session of the Tournament (total of 140 tickets). 

The United Nations Plaza would receive mention on Madison Square 
Garden's 24-hour Telespot Marquee, beginning several weeks prior to the 
Tournament. 

The United Nations Plaza Hotel would receive mention on Madison Square 
Garden's electronic messageboard located inside the arena throughout 
each session of the Tournament. ° 

The United Nations Plaza would receive mention in the Official Virginia 
Slims Championships Fall Newsletter. 

The United Nations Plaza Hotel would receive two (2) VIP passes to your 
exclusive, private Hospitality Suite conveniently located and offering 
complimentary drinks and hors d'oeuvres. " ° 

The United Nations Plaza would receive a list of box and series seat 
holders to the Virginia Slims Championships for use in direct mail 
marketing. 

Cancellation Policy; 

1990 Event 


Cancellation of 50% or more of these guest rooms within 14 days of your 
major arrival date will result in a penalty of one night's room rate for 
each reservation cancelled. 
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United Nations Plaza Hotel 


Ms. Ella Musolino-Alber - Mr. Bill Goldstein 
Page 7 - September 14, 1990 


1991-1994 Events: 


The Virginia Slims Championship agrees to notify the United Nations Plaza 
Hotel with a 90 day cancellation for the 1991-1994 tournaments. 


If all of the above points meet with your approval, please sign and 
return this letter no later than September 20, 1990 in order for us to 
hold these arrangements on a definite basis. 

We look forward to continuing the relationship with The Virginia Slims 
Championships and Philip Morris. 


Cordially 

Lynn Mottek Clayton 




cc: John Power, General Manager 

Michael Doyle, Manager 
Jim Mastrangelo, Director of Marketing 
June Martinez, Director of Catering 
Cynthia Poggi, Group Sales Coordinator 

Anne Person, Director, Worldwide Operations, Virginia Slims Tennis 


Approved by Philip Morris: 




Date: 
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VIRGINIA SLIMS CHAMPIONSHIPS 
TRANSPORTATION 


Review preceding year and determine changes. 

Set policy and clearly outline on lists for limousines 
and shuttles. 

Have only one person to authorize exceptions to policy. 

Airport transportation 1ist....Piayers and VIP 
exceptions only. Coaches and parents only if with 
players. 

Determine policy with MSG regarding transportation 
expenses. 

. Stringer/Stringing machine-VS expense. 

. Drawsheet drop-off/pick-up-Tournament expense. 

. Players, coaches, relatives-Players have 
priority. VS expense. 

. Steve Gallagher--l car at his disposal at all 
times. 

. National Anthem Singer. 

Determine schedule: To MSG until 2 hours after matches 
start, then only runs from MSG. 

Transport desk should be set up and running by 
Sunday. 

Airport transportation starts on Friday. 

Transportation Desk at hotel assists Concierge in 
handing out Welcome Bags and needs to receive a daily 
hotel "alpha" listing. 

Media shuttle bus to and from the Media Hotel. 

To site: Two specific times set up...45 and 90 

minutes and prior to beginning of 
matches. 

From site: PR Director calls MSG Transportation 
Desk daily to arrange same-day media 
transport to media hotel. 

Announcements made in Media Center. 
Transportation schedule should be 
posted. 

Other transportation needs: Media Breakfast; Media 
Pro-Am; Banquet. 
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PHILIP MORRIS 

U.S.A. 

120 PARK AVENUE, NEW YORK, N.Y. 10017 TELEPHONE (212) 880-5000 


May 9, 1990 


Dear 

This letter confirms our agreement to hire you to handle the transportation 
services at the 1990 Virginia Slims Championships and that you have accepted the 
following terms and conditions: 

Your duties will include coordinating and supervising all aspects of 
transportation - i.e., sourcing chauffeur suppliers, negotiating contracts, 
arranging for limousines, organizing media transportation, interviewing drivers, 
scheduling dispatching if necessary, acquiring needed permits and all other 
advance and on-site responsibilities, including wrap-up services. 

You w ill also order and oversee the installation of telephone service at 
transportation desks both at the UN Plaza Hotel and Madison Square Garden. 

You will staff the transportation desk(s), including yourself, as follows: 

STAFFING REQUIREMENTS 


Dav/Date 

# of 

Staff 

UN Plaza 

MSG 

Sat, 11/10 

one 

10AM-6M 

- 

Sun, 11/11 

two 

9AM-6TM or 
end of practice day 

- 

Mon, 11/12-Thurs, 11/15 

four 

8AM-8IM 

8AM-1/2 hour 
after conclusion 
of last match 

Fri, U/16-Sun, 11/18 

four or five 

8AM-8EM 

8AM-1/2 hour 
after conclusion 
of last match 

Mon, 11/19 

one or two 

8AM-2FM 

- 


MARLBORO BENSON 4 HEDGES MERIT VIRGINIA SUMS PARLIAMENT LIGHTS PLPl'ERS SARATOGA CAMBRIDGE ALPINE MUUtFBJER 
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May 9, 1990 
Page 2 


Services for additional staff will be billed at $150.00 per day to Virginia Slims 
at the conclusion of the Championships. 

You will also provide two staff persons for the Hospitality Suite and the Virgi nia 
Slims office (one each) at Madison Square Garden for Monday through Friday from 
5:00 EM to 12:00 midnight and Saturday and Sunday from 12 noon to the conclusion 
of the matches. Each staff person will be billed at $75.00 per shift to Virginia 
Slims at the conclusion of the Championships. 

You will also be responsible for supervising transportation to and from the 
Promoter Dinner Saturday evening, November 17, and the banquet at the Pierre 
Sunday evening, November 18. 

You will supervise badge controls and assist in handing out player and guest bags 
as required. 

For providing the above listed services, Virginia Slims will pay you, as an 
independent contractor, a fee of $. to be paid as follows: $ on 

June 1, 1990, $ on July 15, 1990, $ on September 1, 1990, and 

$ on November 19, 1990. 

In addition, Philip Morris will pay all reasonable and pre-approved, documented 
expenses you incur in performing the services listed herein, including the 
above-mentioned expense for additional personnel. 

Expenses will be submitted by December 17, 1990 and will be reimbursed within two 
yeeks of your submitting a documented expense report. 

Your checks will be made out to and mailed to: 


If you are in agreement with the terms outlined by this letter, please sign and 
return the enclosed counterpart. 



Accepted and agreed as of 
the date of this Agreement: 
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VIRGINIA SLIMS CHAMPIONSHIPS 
COCKTAIL RECEPTION 


Held at the U.N. Plaza hotel in Suite 2935 on 
evening following the matches. 

All details coordinated by Shari Barman and 
Thurston. 


Saturday 
Annalee 
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VIRGINIA SLIMS CHAMPIONSHIPS 


HOSPITALITY 


ON-SITE 


Hospitality Area 

Room for 150 persons. 

Small separate curtained-off private meeting area. 

A coat room with at least four coat racks. 

. Desk set up in corner for ticket distribution. 

Telephone lines: 1 extension. 

2 outside 1ines. 

3 instruments. 

3 outlets. 

All three lines should be on each of the instruments, if 
possible. 

3 monitors (Steve). 

- 24-hour security guard (Steve). 

. Use office as store room. 

. Hour of operation: Monday-Friday: 45 minutes before matches 

Saturday: 1 hour before matches 

Sunday: 1 hour before exhibition for 

promoter brunch 

Staffing: Set up operating schedule and staffing schedule. 

2 receptionists (Coordinator, Operations)...one to be there 
al l times, the other to be a runner. $ 75.00 per day plus a 
goody bag. 

Waiter Service...to serve drinks, staff buffet and clean-up. 

. Set-up: chairs, couches, tables, flowers, plants, carpeting, 

pipe and draping. (Steve Gallagher handles all details with New 
York office.) Attractive trash cans. 

Catering: Steve Gallagher to submit menus, bar set-up and 

staffing requirements for New York office approval (by September 


Need programs from promoter. Use remaining programs after 
stuffing goody bags. 
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VIRGINIA SLIMS CHAMPIONSHIPS-HOSPITALITT 
(Page two') 


Virginia Slims Office 

. Same office location as in 1990. 

Need 8' table with draping and 6 chairs; plants; trash cans; wall 
decorations; television monitor; miscellaneous supplies brought 
by Manager, Operations, from New York office. 

. Telephone lines; One internal extension (need separate 
instrument), one outside line. 

. Manager, Operations, brings mobile phone with answering machine. 

1 person to watch office, answer phone, etc.(Coordinator, 
Operations hires)...trade with Hospitality receptionists. $75.00 
per day plus goody bag. 


Sales Force 


Trade Relations handles all details. 


Media Room 

Catering Schedule: 4:30 p.m. - 8:00 p.m. -- Hot food (buffet 

service) with waiter attendant (black pants, white shirt) 

8:00 p.m. - 11:00 p.m. -- Dry snacks; sandwiches; cheese ; 
crackers; cold salads; fruit bowl; popcorn machine; hot dog cart; 
soft beverages. Self service. 

Transport Desk 

Breakfast: Continental. 

. Lunch: Sandwiches. 

. Dinner: $10.00 per driver cash. 

. Steve Gallagher to submit costs for approval. 


BANQUET 

. Menu (Steve Gallagher works with New York office and sets up 
tasting). 

• Price (Steve Gallagher submits to New York office for approval). 
. Wines (Determined at tasting set up by Steve Gallagher). 
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VIRGINIA SLIMS CHAMPIONSHIPS-HOSPITALITY 
(Page three) 


BANQUET (continued) 


Table seating (determined on Sunday morning of banquet). 

. Determine number of seats/tables given to promoter, and 
identify location. 

Determine number of seats/tables given to Steve Gallagher, 
and identify location. 

. Seat all guests. 

Player per diem is paid only to players who attend the Banquet. 

Any player that reaches the quarter finals -- singles or doubles 
-- must stay. Work with WTA on how to enforce this. 

Secure orchestra or disc jockey (Steve/New York office). 

Entertainment (New York office). 

Reception Desk -- at top of the stairs going into cocktail area. 
. Secure four(4)secretaries from the New York office. 

4 attendants in cloakroom (Steve Gallagher to arrange). 

Gift (New York office) is distributed to guests upon leaving. 

from New York 


November 24 
November 11 
October 9 

October 6/7 
September 16 
September 9 
August 12 


Decor/Flowers 
office. 


(Steve Gallagher) with apprc 


Invitation deadlines: 
(1991) 


Banquet 
RSVPs due 
Invites out 
Invites 
addressed 
Into production 
Artwork approved 
Designs developed 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


2041003064 




VIRGINIA SLIMS CHAMPIONSHIPS 
TICKET NEEDS 


. Coordinator, Operations, works with Trade Relations to 
determine Sales Force needs. Trade Relations orders and pays 
for their own tickets directly through the tournament ticket 
manager. 

. Steve Gallagher receives tickets upon reasonable request. 

. Charity obligations throughout the year in connection with 
Virginia Slims named events. A certificate (copy attached) 
is issued by Manager, Virginia Slims Tennis, and must be 
returned by November 1. 

. Corporate Affairs ticket needs handled the same way as Trade 
Relations above. 

. All ticket requests must be made in writing to Manager, 
Virginia Slims Tennis. Any requests for 10 or more tickets 
will be directed to the tournament ticket manager. 

. Coordinate closely with WTA and tournament regarding player 
requests. 

. Saturday and Sunday seating diagram for sections C and D is 
to be approved by Leo McCullagh and Ellen Merlo. 

. See Ticket Analysis memo and usage chart. 

VOUCHERS (see sample attached) 

. Virginia Slims produces (art department) 2,000 vouchers in 
July which are distributed as follows: 

. 1,200 to Sales Force to give to their customers as 

incentives for them to place P.O.S. materials. 

. 150 for Employee Lottery. 

. The rest are for miscellaneous ticket requests. 

. Vouchers are only for Monday or Tuesday night sessions and 
are redeemed at the box office for two free tickets. 

. There is no cost to Virginia Slims except for production of 
the vouchers. 
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VS CHAMPIONSHIPS-TICKET NEEDS 
(Page two) 


EMPLOYEE LOTTERY 

• On October 1, Coordinator, Operations, composes a letter/form 
for 150 winners of the employee lottery (see attached sample). 

. Coordinator, Operations, coordinates distribution of 
letter/form with the editor of Happenings . 

. The letter/form is desk-dropped one month in advance. 

. Entries are submitted to the editor of Happenings three weeks 
in advance. 

. The editor of Happenings draws 100 names and posts the list 
of winners on bulletin boards 2 1/2 weeks in advance. The 
list of winners should include information about location, 
days and times of pick-up (voucher) from Coordinator, 
Operations. Recommended pick-up times are two consecutive 
mornings for two hours each, two weeks prior to the event. 

EMPLOYEE DISCOUNT TICKETS (see attached form) 

. Coordinator, Operations, works with tournament ticket manager 
to develop an employee discount ticket form in early 
September. 

. Coordinator, Operations, takes updated form to Printing 
Services and coordinates with the Mail Room to have it desk- 
dropped . 

All inquiries go directly to Madison Square Garden- 
(212)465-6500. 

. Deadline date is November 1. 
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January 30, 1991 


TO: 

Deane 

Weissman 



Cr 

FROM: 

Shari 

Barman 

RE: 

1990 

Virginia i 


Championships Ticket Analysis 


Attached is a chart outlining Virginia Slims' ticket availability 
and usage for each day of the Championships. As you can see from 
the 94% usage, we have done a fairly good job of cutting back so 
as not to have a multitude of wasted tickets left at the end of the 
event; however, this can improve if we change the request approval 
policy next year. 


In reviewing the ticket requests, I noted the following Trade 
Relations and Corporate Affairs use in addition to the tickets they 
may have purchased: 



Trade Relations 

Corporate Affairs 

Wednesday 

6 

0 


Thursday 

5 

0 


Friday 

2 

24 

(20-Boltz 

4-Johnson) 

Saturday 

2 

34 

(4-S.Day 
20-Boltz 
2-Hunsicker 
2-Johnson 
6-Sarrow) 

Sunday 

28 

22 

(20-Boltz 

2-Hunsicker) 



These numbers are pretty accurate although I may have missed a few. 
The rest of the tickets went to the following constituencies: 


*Philip Morris executives and families 
*Philip Morris staff 

*Virginia Slims executives and staff 
^Domestic tournament promoters 
* International tournament promoters 
*WIPTC 


*P1ayers 
*Player guests 
*Miscel1aneous 
*KGF (especial 1 
*Affiliates 


(especially Martina 
celebrities 
y Sunday) 


) 


continued 
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Memo to Deane Weissman 
Page two of two 
January 30, 1991 


*U.N. Plaza executives and staff 
*WTA (especially Monday) 

*Joe Cullman 

*Promoter special requests 
*Leo Burnett 

^Tournament auction winners 

A lot of the Philip Morris and KGF tickets were billed back to them 
for the first time this year. I would like to see more of that in 
future. I would suggest that these ticket requests be directed to 
the tournament office but the tournament office would probably tell 
them to use the Employee Discount form, and I know for a fact that 
the tickets given out to those who use this form are bad....300 
levels. This should be addressed with Ella next year. 

Once again we need to have a better system of monitoring the 
persons to whom we grant requests. I will devise a form to be used 
for all requests. See my wrap up for further comments on this 
subject. 

We need to keep in mind that Monday through Thursday is not 
necessarily the best nights to tell people to request because we 
have fewer tickets available. 

ONE LAST THING.... In comparing the ticket allocation chart (copy 
attached) with the tickets actually received, I noticed that there 
is a discrepancy. The tournament says we received 31 Section F 
seats (all of them) on Friday, Saturday and Sunday. In fact, there 
are only 30 seats in Section F and I am assuming we were charged 
for 31....3 more than we should have been. I know it is a small 
amount...and I am sorry I did not catch it before....but I think 
it should be brought to their attention for a credit in 1991. 

I believe that between my wrap up and this memo everything 
regarding tickets has been covered. Please call me if you have any 
further questions. 

Best regards. 

/vj 

cc: I. Broeman 

A. Person 
attachment: 3 
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January 31, 1991 


Deane Weissman 


FROM: 


Shari Barman, 


RE: 1990 Virginia Slims Championships Tickets Analysis 

Addendum and 1991 Recommendation 

In my January 30, 1991, Championships ticket analysis I said that 
our tickets were well utilized (94%), but what I did not convey 
very well was that too many people received tickets because we had 
them available . It is my opinion that it is not necessary for 
Virginia Slims to buy 1,432 tickets just to have them available to 
people who should not necessarily be getting them in the first 
pi ace....this is where we get stuck. 

My recommendation for 1991 is to trim the purchased ticket amount 
by 5% as follows; 


Location 


Total Seats 


Notes 


Thursday 


This is assuming 
we get Joe C's 
box again 


Friday 


All of these 
people can go on 
Mon/Tues and use 
vouchers 


Saturday 


13 

(Row E, 

Seats 1-13) 


Sunday 


13 

(same as Sat) 


Total: ■ 7 6 

On top of this slight cut-back, we should also establish a strict 
policy and stick to it even if tickets go unused... this way we can 
better determine a realistic amount to cut back for future years. 


continued 
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Memo to Deane Weissman 
January 31, 1991 
Page two of two 


A form should be used for all ticket reques 
following information: 

Date 

Name 

Company 

Department 

Title 

Telephone Number/Extension 
Address 

Ticket Request1st, 2nd and 3rd choice 

Quantity 

Date pulled 

Date picked up 

Picked up by (signature) 


ts and include the 

Use: Personal 
Business 
Explanation 
Request From 
Approved by: 
(1 or more) 

EM 

LMc 

IB 

DW 

Location 


As I mentioned before, I will create this form as time gets closer. 


Other things to consider: 


*. Do we continue to fill Trade Relations and Corporate Affair 
ticket requests or do they purchase their own? Even though they 
get billed back, we have to account for them when ordering. 

* Ticket requests for Directors and above only? 

* All other requests to be filled by free vouchers for 
Monday/Tuesday. 

* No multiple orders. 

* Orders of more that 8 per session are directed to tournament 
office. 

* USE FREE VOUCHERS FOR MONDAY/TUESDAY .we did not take 

advantage of this last year. 

I believe that^ covers everything for now. Please call me if you 
have any questions or comments. 

/vj 

cc: I. Broeman 

A. Person 
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1990 VIRGINIA SLIMS CHAMPIONSHIPS 
Ticket Analysis 


Location 

Daily 

lyailable 



Daily Used 


FRIDAY 



Total 

- n 

'.Tota!l 

.J 

HOIDAI 

TUESDA] 

t REDIESDA 1 

l THURSDA1 

SATURDij 

iJ SUIDAY 

Aral I able 

UsVT 

44A* 


15 

14 

14 

13 

14 

14 

13 

105 

97 

L J 

92 

36A*** 

8 

8 

8 

8 

8 

8 

8 

8 

56 

56 

100 

12A* 


15 

14 

15 

12 

" ‘ ' 

14 

15 

14 

105 

99 

94 

__ 




"t 









B** 

35 

29 

35 

35 

34 

33 

33 

32 

245 

231 

94 

c** 

30 

29 

28 .. 

29 

30 

24 

30 

30 

210 

200 

95 

D/DD** . 

60 

41 

60 

55 

55 

54 

60 

60 

420 

385 

92 

F 

30(Fr-Su) 

. 

na 

na 

na 

na 

28 

» 

29 

90 

85 

94 

0 

. 

23(Th-Su) 

na 

na 

na 

20 

23 

23 

20 

92 

86 

93 

00 

3(Th) 

na 

na 

na 

2 

na 

— 

na 

na 

3 

2 

67 


16{Fr-Su) 

na 

! na 

na 

na 

16 

15 

9 

48 

40 

1 1 

83 

120 

42( Fr-Su) 

na 

i 

na 

na i 

na 

42 

42 

| 

42 

126 

r 1261 
[_ _1 

100 

121 

23(Th-Su) 

na 

r 

j na 

! 

na 

20 

20 

22 

h -— 

23 

92 

! 85 ! 

! I 

92 

122 

21(Th-Su) 

na 

na 

1 

na 

21 

21 

18 | 

20 

84 

i 80 

i 

95 

220 

i — •" —■ —H 

4(Sat) 

na 

na 

i 

na 

na 

na 


na 

4 ' 

i- 

4 

100 


j 24(Sun) 

na 

na 

• na i 

1 

na 

na 

na i 

24 

24 

! 

24 

: 

100 

221 

| 6(Th) 

na 

na 

i 

na 

6 

na 

na 

na 

r 6 

6 

100 


18 ( Fr ) 

na 

na 

na | 

na 

18 

na i 

I 

na 

! 18 

18 i 

100 


65(Sa/Su) 

na 

na 

na 

na 

na 

63 

63 

130 

126 | 

97 

222 

65(Sa/Su) 

na 

' 1 

_I 

na 

na i 

na i 

na 

64 

60 

130 

i 

i 

_ 

124 I 

i 

i 

1 

95 

, 

: 

1 

Totals: 

137 

159 

156 

221 

315 

439 

447 

1988 

1874 

94 


*Boxes 44A and 12A can only be purchased for the week. 

♦‘Sections B, C and D/DD total 125 seats...100 are complimentary by contract. 
***Box 36A is Joe Cullman's box. 

**** Total Available tickets consists of: 500 contractual 

56 Joe Cullman box 
1432 purchased 


© 

*4 
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TICKET VOUCHERS 


Two 

Free 

Tickets 

Voucher 

November 12, 1990 
OR 

November 13, 1990 


Exchange this voucher at 
Madison Square Garden ticket 
windows for two $20 or $ 16 tickets 
as available 

This voucher may not be 
reproduced in any manner. 

Good for two tickets only 
for Monday, November 12 
OR Tuesday, November 13, 
Matches start at 5:00 PM. 


THE $3,000,000 
VIRGINIA SLIMS 
CHAMPIONSHIPS 



Madison Square 
Garden 


5" 


' 3" 


2,000 vouchers produced by the 
Philip Morris Art Department. 

Dark blue copy .on white stock. 
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GIFT 


CERTIFICATE 


This certificate entitles the bearer to two tickets to the finals 
of the Virginia Slims Championships to be held on Sunday, 

November 24 at Madison Square Garden. 

Please send this original to: 

Manager 

Virginia Slims Tennis 

120 Park Avenue 

New York, New York 10017 

In order to be redeemed, this certificate must reach the above 
address not later than November 1, 1991. 

NAME _ _ 


ADDRESS 


PHONE (daytime) 

SIGNATURE 

DATE 

AUTHORIZED BY 



ruoM i /W 


April, °L991 


MG-J/dg 
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GIFT 


CERTIFICATE 


This certificate entitles the bearer to four (4) tickets to one 
weeknight session (Monday-Thursday) of the Virginia Slims 
Championships to be held from Monday, November 18 through Sunday, 
November 24 at Madison Square Garden. 

Please send this original to: 

Manager 

Virginia Slims Tennis 

120 Park Avenue 

New York, New York 10017 

In order to be redeemed, this certificate must reach the above 
address not later than November 1, 1991. 

NAME _ _ 


ADDRESS 


PHONE (daytime) _ 

SESSION DATE REQUESTED 

SIGNATURE _ 

DATE 


AUTHORIZED BY 



April, 1991 


MM/dg 


/ 
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THE VIRGINIA SUMS CHAMPIONSHIPS 
NOVEMBER 13 - 19. 1989 
EMPLOYEE _ LOTTERY 


Win two free tickets to the $,1,000,000 Virginia Slims 
Championships at Madison Square Garden! 

One hundred lucky Philip Morris employees and their 
guests 'will be treated to a smashing evening of world 
class tennis on either Monday. November 13th or 
Tuesday. November 14th . 

Come and see the top 16 women tennis singles players 
and the top eight doubles teams compete for the 
Championship of all women's tennis. The Virginia Slims 
Championships mark the culmination of the 1989 Virginia 
Series. Players include: Defending Champion Gabriela 
Sabatini, Steffi Graf, Martina Navratilova and more. 

To win, please complete the form below and return to 
Dorothy Conway at Happenings, Philip Morris, 120/24 by 
Wednesday, October 18, 1989. 

Winner's names will be posted on the bulletin board by 
Wednesday, October 25. If you are selected, you may 
pick-up your ticket voucher on Monday, October 30 or 
Tuesday, October 31 between 9:00 AM - 11:00 AM only. 
Alternates will be chosen for unclaimed tickets. 


Name: _ Extension: _ 

Dept: _ Building/Floor: _ 

Return to Dorothy Conway 24 Floor (120 Park) by no 
later than Wednesday, October 18, 1989. 

In fairness to all employees, please submit one entry 
per person. 

Your cooperation is greatly appreciated. 
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PHILIP MORRIS 

EMPLOYEE DISCOUNT TICKETS 


The $1,000,000Virginia Slims Championships 
Madison Square Garden 
November 13-19,1989 


Discount tickets are available for Philip Morris employees who are interested 
in attending matches throughout the tournament week or for those whose names 
are not selected in the upcoming drawing. 

A ticket order form has been printed on the reverse side for your 
convenience. Employee Discounted tickets must be ordered through the mail 
using this form. For additional information, please call the Virginia Slims 
tournament office at Madison Square Garden at (212) 563-8954. 


mMP A44/(1) 
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THE $1,000,000VIRGINIA SUMS CHAMPIONSHIPS 
PHILIP MORRIS EMPLOYEE DISCOUNT ORDER FORM 


DAILY TICKETS—All Seats Reserved # OF TICKETS 

Monday, November 13 5:45 pm 

2 Singles and 1 Doubles Match 

Price: $15.00 [reg. $20.00] _ 

$10.00 [reg. $16.00] _ 

$ 5.00 [reg. $ 9.00] _ 

Tuesday, November 14 5:45 pm 

3 Singles and 1 Doubles Match 

Price: $15.00 [reg. $20.00] _ 

$10.00 [reg. $16.00] _ 

$ 5.00 [reg. $ 9.00] _ 

Wednesday, November 15 5:45 pm 

3 Singles and 1 Doubles Match 

Price: $15.00 [reg. $20.00] _ 

$10.00 [reg. $16.00] _ 

$ 5.00 [reg. $ 9.00] _ 

Thursday, November 16 5:45 pm 
2 Singles and 2 Doubles Matches 
Price: $20.00 [reg. $24,001 

$12.00 [reg. $16.00] _ 

$ 6.00 [reg. $ 9.00] _ 

Friday, November 17 5:45 pm 
2 Singles and 1 Doubles Match 

Price: $20.00 [reg. $24.00] _ 

$12.00 [reg. $16.00] _ 

$ 6.00 [reg. $ 9.00] _ 

Saturday, November 18 12:00 noon 

2 Singles Semi-Final Matches and the Doubles Final 

Price: $30.00 (no discount) _ 

$26.00 (no discount) _ 

$ 9.00 [reg. $15.00] _ 

Sunday, November 19 1:00 pm 

Tennis Stars of the Future Exhibition followed by Singles Final 

Price: $30.00 (no discount) _ 

$23.00 [reg. $26.00] _ 

$ 9.00 [reg. $15.00] _ 

Mailing & Handling Charge 
TOTAL 


TOTAL ORDER 


$ 

$ 

$ 


$ 

$ 

$ 


$ 

$ 

$ 


$ 

$ 

$ 


$ 

$ 

$ 


$ 

$ 

$ 


$ _ 

$ _ 

l - 

$ _ 



PLEASE PRiNT: 

NAME _ 

COMPANY __ 

ADDRESS __ 

CITY_ STATE_ ZIP 


CHARGE TO: 

(Circle One) American Express MasterCard Visa 


Card Number 


Expiration Date 


SIGNATURE. 
MAIL TO: 


TELEPHONE (daytime) ( ) The Virginia Slims Championships 

Madison Square Garden 

FOR FURTHER INFORMATION: 4 Pennsylvania Plaza 
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1990 

Virginia Slims Championships 
Player Welcome/Check-In 


DATE: 

•Sunday, November 11 

TIME: 

5:00pm-9:00pm 

LOCATION: 

Suite 2935 

Javier Perez de Cuellar 

PURPOSE: 

HENU • 

Informal welcome and check-in for players where 
they can pick-up their welcome bags and tournament 
information, sign up for practice, etc. 

Food: 

* Cheese, Cracker and Fruit Plate 

* Crudites with Three Dips 

* Guacamole, Salsa and Corn Chips 

* Tomato and Mozzarella 

* Stuffed Mushrooms with Vegetables and Beef 

* Sesame Chicken 

* Phyllo Triangles with Feta and Spinach 

* Vegetable Quiche 

* Deep Fried Shrimp with Sweet and Sour Sauce 

* Baby Potato and Caviar 

* Egg Rolls 


Beverage ; Miller, Miller Lite, Lowenbrau Beer 
Red Wine, White Wine 
Evian, Perrier, Club Soda 
Diet Coke, Coke 
7-Up, Ginger Ale 
Orange Juice 

Food and Beverage service will be available from 
5:00pm to 9:00pm. 

SERVICE : 1 Bartender 

1 Food Attendant 


RAFFLE : 


ENTERTAINMENT: 


4 Tickets each for Wednesday Matinee (given in 
pairs) to 

- Aspects of Love 

- City of Angels 

- Phantom of the Opera 

Pianist 
6:00pm-9:00pm 

45-minute sets with 15-minute breaks 


VIRGINIA SLIMS 
STAFFING : 
(starting 
at 10:00am) 


* Shari Barman 

* Barbara Hannan 

* Anne Person 

* Annalee Thurston 

* Deane Weissman 

* Susan Graf 

* Nancy Zimbalist 

* Karina deBrabant 

* Beth Senturia 

* Mary Kate Lowe 

Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 
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PLAYER CONCIERGE RESPONSIBILITY LETTER 



PHILIP MORRIS 

U.S.A. 

120 PARK AVENUE, NEW YORK, N.Y. 10017 TELEPHONE (212) 880-5000 

November 1, 1990 


Dear : 

This letter will confirm our agreement to retain your services as 
concierge for the 1990 Virginia Slims Championships. The term will be 
November 5-November 18, 1990, including weekends. You will be paid $ 
per week. 

Your responsibilities include: 

o organizing goody bag distribution to players and VIPs; 

o arranging reservations for dinner, theater, etc. as requested by 
players or Philip Morris personnel; 

o researching and organizing entertainment opportunities, including 
theater, movies, museums, restaurants, clubs, etc. for players; 

o researching and arranging attendance at sample sales, designer 
showrooms, shopping outings, etc. for players; 

o assisting as required with expediting all player requests and 
special projects. 

For the period from November 11 to November 19, you will stay at the 
official Virginia Slims Championships hotel, the UN Plaza. Your room and 
tax will be master-billed to Virginia Slims; reasonable incidentals 
(meals) should be submitted for reimbursement. Other approved expenses 
will be reimbursed with documentation; please submit an expense report by 
December 10. 

We look forward to working with you at the Virginia Slims Championships. 
Sincerely, 

UlU-Oll. \>St 

Deane Weissman Agreed and Accepted by: 

Manager, Event Marketing 

Virginia Slims Tennis _ 

cc: Ina Broeman 


MARLBORO BENSON 4 HEDGES MERIT VIRGINIA SUMS RARUAMENT LIGHTS PUVERS SARATOGA CAMBRIDGE ALPINE MULTIFILTER 
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MANICURIST LETTER OF AGREEMENT 


<3 Safe s . 



November 1, 1990 


Dear : 

This letter will confirm our agreement for you to provide 
the following services to Virginia Slims on November 13 
(Tuesday) and November 14 (Wednesday) from 9:00 a.m. to 
6:00 p.m. at the United Nations Plaza Hotel, Suite 3008. 


Manicures and Pedicures (2 people) . $ 

(2 days @ $800) 


Virginia Slims will provide tables, chairs and towels. You 
will be responsible for all other necessary materials. 

Execution of payment will be made upon completion of the 
above services. Please submit invoice to: Deane Weissman, 
Virginia Slims Tennis, 120 Park Avenue, New York, NY 10017. 

If the above meets with your approval, please sign below and 
return at your earliest convenience. 

Sincerely, 

Deane Weissman 
Manager, Event Marketing 
Virginia Slims 
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VIRGINIA SLIMS CHAMPIONSHIPS 


PLAYER OBLIGATIONS 


* Media Breakfast 

All singles players must attend the Media Breakfast held 
on the first Monday morning of the Championships. 

. All doubles players are invited to attend. 

* Media Pro-Am 

. Players no longer in the singles or doubles draw must 
participate in the Media pro-Am if requested. 

* Banquet 

All players, singles and doubles, must attend the 
Championships Banquet held on Sunday following the 
singles final. 

See following exerpt from the Rules & Regulations player PER DIEM. 


USA Per Diem/Accomodations 

Beginning in 1991, the WPTTA has agreed to provide free hotel accomodations or $50.00 
per diem to all Singles and Doubles players in the Main Draw of Tier I, II &. Ill tournaments 
in the United States. 

For a player to be eligible to receive this Per Diem or Free Accomodation, certain criteria 
and procedures must be followed: 

1. Upon arrival, each player must register with the WTA Tour Director, giving her a) date 
of arrival: b) local hotel phone and room number; c) local housing phone number, host’s 
name and address. 

2. The free accomodation at the official tournament hotel, or the $50.00 per diem (the 
Tournament Director's choice) will begin the day before the Main Draw of the tournament 
starts, or from the time the player registers—whichever comes later—and will extend 
through the last day a player is in the tournament—Singles or Doubles. 

*‘Players choosing NOT to stay at the official tournament hotel will NOT receive the 
$50.00 per diem. 

3. For a player to be eligible for this Per Diem/Free Accomodation, she MUST attend certain 
tournament functions: 

• A list of Tournament functions and activities to be attended will be posted 
in the WTA office. 

• Players will be asked to sign-up for their choice of functions, plus alternate 
choices—in case there are match schedule conflicts. 

• If players fail to sign-up for a function, the WTA staff will select and assign 
players to attend the function. This will be done taking into consideration a 
player's match schedule. 

• If a player refuses to attend a function when asked to do so by the WTA, 
and she has no legitimate reason for NOT attending, that player WILL LOSE 
HER $50.00 PER DIEM OR FREE ACCOMODATION FOR THE WEEK. 

• The Tournament Director will give the WTA at least 48 hours notice to 
comply with the request for player attendance at tournament functions. 
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y.I RGJWlA , SUMS CB4H P I QHS B IPS 
IBQEBLES 


Perpetual 

. Stored (on display) at the Tennis Hall of Fame in Newport, 
Rhode Island. 

. Brought to New York office to Coordinator, Operations, from 
Tiffany's via Fine Arts Express or Brinks. 

. Sent to Steve Gallagher one week prior to tournament. 

. Steve Gallagher polishes and cleans, then takes it home until 
the tournament begins. 

. Returned to the New York office or sent directly to Tiffany's 
for engraving. 


Individual 

. Six (6) individual (take-home) trophies are produced by 
Tiffany's. The same design is used each year, (crystal discs 
on black wooden bases with a silver engraved plate). 

. Two sizes are produced 3 winners (larger); 3 finalists. 

. Coordinator, Operations, places order in the middle of 

September. 

. Delivered to the New York office when ready. Given to Steve 
Gallagher with perpetual trophy. 
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VIRGINIA SLIMS CHAMPIONSHIPS 


ON-SITE DECOR 


Arena 


. Other ideas: 20 large flags or City banners from all 

countries represented on the tour. 

. Court set-up (see diagram). 

. Ground cover-cedar, low plants for back of court. Red flowers 
in corners. Planters with greens and flowers along the sides 
of the court. 

. Carpeting on court. 

. Section seating signs. 

. Number seats and letter aisles. 

Media Room 

. Player photos from year-long series or photo contest (Official 
Photographer). Official Photographer to coordinate. 

Carpeting in dining area, interview area and walkways, 
hospitality carpeting is in storage at Kearny Distribution 
Center. Coordinator, Operations, handles delivery details. 

. Good quality tables with blue skirting, vinyl top. 

. Plants. 

. Wastebaskets. 

. Directional signs - see list of VS Championships Materials 
(Signage) produced and graphics. 

. Neon Ginny (2). 

. Name signs for media seats. 

. Internal extension at Virginia Slims Public Relations 

Director's desk. 
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POLICY FOR SELECTING THE #17 ALTERNATE SINGLES PLAYER FOR 


VIRGINIA SLIMS CHAMPIONSHIPS 


The 17th player in the singles point standings must be contacted 
and given the option of coming to New York for a chance to 
participate in the Championships should a player be forced to pull 
out of the singles draw. This player must be contacted no matter 
where she is in the world at that time. If the player declines, 
Virginia Slims must immediately receive from them in writing a 
waiver of their right to be the alternate player in singles....then 
the next player in line is contacted by the same process. 

It is mandatory that the player arrive in time to attend the Monday 
morning media conference and stay until all of the first round 
singles matches have been played-through Wednesday night. 

Although there is no rule stipulating the payment of expenses and 
possible airfare for the alternative player, Virginia Slims has 
traditionally paid up to a maximum of $1,000.00 towards a round- 

trip air ticket, along with all hotel expenses-room, meals and 

incidentals-through Wednesday night. The actual amount paid 

towards airfare is negotiated by Virginia Slims with the player but 
not in excess of the maximum amount stated above. 

If it is at all possible, Virginia Slims should speak directly with 
the player(s) rather than using a go between (i.e., agent, WITA, 
etc.) . 

An alternate doubles team is generally not used. 
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VIRGINIA SLIMS CHAMPIONSHIPS 


FINALS 


National anthem. 

Order flags for opening (Steve Gallagher). 

Determine schedule and format of opening ceremonies. 
Consider pre-finals show. 


Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


2041003087 



Source: https://www.industrydocuments.ucsf.edu/docs/mjwlOOOO 


GLOSSARY 


TOURNAMENT PROMOTER: 


The owner of the event. 


TOURNAMENT DIRECTOR: 


WTA TOUR DIRECTOR: 


A member of the tournament 
staff responsible for 

implementing contractual 
obligations. Sometimes it is 
the same person as Tournament 
Promoter. 

WTA on-site representative 
responsible for scheduling 
matches, enforcing the Rules 
and Regulations and Code of 
Conduct. 
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